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ISSa

FORINORD

Changes 'Ocetirring today in all facets of society present many.problems and

challenges to education. Education for business, as an integral part of the tole,

progrim of edmCation, attempts to meet student needs by directing its programs

toward developing the knowledge, :skill, attitudes, and relationships necessary

-for an individual 16- understand and successfully adjust to the functions of our
business world L- an increasingly complex and changing society.

The preparation of youth to succeed in the world of work is an important ob-

jective: of our schdols. According to the United States DepertMent of Labor,

business occupations constitute the largest and fastest growing :employment

group in theiabor market.

The objectives of the DoDDS business education curriculum are closely con-

nected to the DEPARTMENT OF DEFENSE: DEPENDENTS SCHOOLS

PHILOSOPHY STATEMENT AND GENERAL OBJECTIVES and CAREER
EDUCATION OBJEQTIVES. These objectives stress the individual's acquisition of

sound physical and mental health habits, the acquisition of basic skills and basic

learning skills, the ability to adapt to the changing human-madde and natural en-

vironment, the development of responsible social behavior, the development of a

coherent system of values and ethniCal behavior,- creative and aesthetic com-

petency, and the gaining of occupational skills.

This curriculum ;guide has been prepared primarily to giye direction to the.

business teachers, Counselors, and school principals in the .planning and im-

plementation of business educetion curricula. I urge all school personnel and

other interested pet:Sons to consult this guide to obtain a better understanding of

the DoDDS lbusinees education program.

14,ILI ti44,,411

Anthony Cardinale
Directoi-



PREFACE

The primary purpose of this curriculum guide is tooffer a flexible worldwide

business education curriculum for DoDDS, This guide is designed to give a com-

mon base to the business education instructional program in terms of specific ob-

jectives and content. Individual teachers are free to select their own method Ofin-

structiOn and are encouraged to used ingenuity and creativity:

Career education must be an integral part of the entire school curriculum.
Career exploration programs have been implemented at the elementary and junior

high school level. It is recommended that these programs serve as a foundation

for the development of the skills specified in the four bu*Siriesi clusters presented

in this guide: Clerical, Secretarial/Stenographic, Information Processing, and

Business Administration. These clusters each have a description, suggested se-

quence of courses in that cluster, and a recommended program for students ma-

joring in the cluster.. Individual course descriptions are listed alphabetically for

easy reference.----

Programs have been developed to meet individual needs. for job:entry level as

well as to *pare students for postsecondary education. Additional requirements

which will enable students to earn a certificate of proficiency in a career cluster

have been specified. Students who prefer not to work toward a certificate may
take courses from different clusters.

The success .of a quality business education depends upon instructors,
counselais, and administrators who are cognizant of and promote dynamic,
forward:looking business education programs as outlined in this curriculum

guide. It is recognized that ,individual.systefns may adept this guide to meet their

own needs and capacities.-
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PROGRAM GOALS FOR -

MIDDLE SCHOOL/JUNIOR HIGH SCHOOL
BUSINESS EDUCATION

The middle school/junior high School:. business program is primarily ex-
ploratory in nature. More specifically, the program should:

1. Provide exploratory experiences in career selection.
6

2. Provide pre-vocational guidance assistance and experiences.

,or

3. Contribute to the consumer, business, nd socio-econoThic un- ,r-star--

ding oVII'students.

4. Form alfoundation for the further stu y of business subjects.

6

0.
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PROGRAM GOALS FOR
HIGH SCHOOL BUSINESS EDUCATION

The-high school business education prograhn is designed to:provide prevocas--
tional, vocational, advanced career preparation, and general education' ex--
periences or the studentMori spec..'ically, this program should:

1. Provide occupational :71ree.er_gotriance, career orientz..i., and
exploration. of job opportunities ind '"t-_-:.uirennents in busi.mes.

-2. Develop ,o!ccupafiorial Rnowlfit-,irge at7.7...:tides,.' and are

oriented towarcl.the job classii..:catiorri c-- the. sec,:v..arial, in-/
formation processing, and b,usiness caree cluster.

3._ Develop personal. -use skills earn it one to beer. fully
fuiictioning individual irx.the business activities lip

.

4. -Offer activities and that contribute to ear r :dent
becoming an effective citi77 -:.,uable of making scrum. c: .lonnic

judgments..

5. Provide 'a foundation thr -res as a basis, for advancer c..wdy in
business and/or vocationa competency.

6. Emphasize decisionnnakir -ommunication, logic, reasoner-. , and
manipulative skills.



BUSINESS LAB
(DESCRIPTION)

The bUsiness lab should consist of a learn ing enyiron'mentlree and open, but
well ordered and managed with specific objectives in rnihd. Given such an en-
vironment, students enter at their own level otrachievemeht and move along at
their own rate of speed. A contract/job system may be used' to monitor and im-
prove the achievement rate. Achievement rates anti goals should be clearly in-
dicated so that students will work at their higheitlevel. The progress of each stu-
dent is measured on an individual basis. This allows students of varying ability
ranges and/or varying busiriess backgrounds to .be in the same class. Students - .

can move ahead individually and freely explore many areas in varying depths. ,
instruction should beindividualized to the greattst extent possible Considering

' time and resources available. Beginning typewriting anti: beginning shorthand
should not be offered in the lab. class"room lecture should be kept to a minimum.
Individualized learning depends heavily upon teacher organization, good self-
instructional materials and, audio-visual reaming aids.

'Materials should be broken into learniRg modules/learning activity packets
(LAPS) if not previously done.so by the publisher. Specific goals and objectives of
a module should be clearly'indicated and reviewed with the stuslents,before they
begin work. Modules selected jointly by the instructor and the student shbuld
reflect career goals based upon student interest and achievement levels. Evalua-
tion through pretesting may indicate that a student may omit partial or entire
Lmodules of work.

The role of the instructor becomes one of learning facilitator. The instructor
prescribes the framework and,procedures necessary for students to meet-entry-

.
level requirements for their career goals.

The learning modules suggested for use in the business lab are designed-to
provide as 'great a.selection of job-entry level skills as abpearspractical. Individual
requirements differ from school to schoo);,therefore, the design of this leafning
system brovides'for the selection' of modules to satisfy partjcular needs. .

It is realized that individual differenc9S in evaluation philosophies exist among
teachers. This is encouraged as some teachers feel more comfortable with a pass-
fail system,versus numeric or letter grades. Within the business lab, subjective
evaluatioh and/or objective evaluation may be used, depending upon teacher

preference.
For assistance in business lab organization and promotion, see the special sec-

tions on individualization and LAP/module preparation in the back 'of this guide.

a

1(J

a
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.PLERICAL CAREER CLUSTER

The Clerical Carer Chister is designed to -equip students with the skills,
110owledge, and attitudes needed for entry-level employment in the major clerical
occupations. This/cluster is also recommended as the basis for further study in
the Secretarial/Stenographic, InfOrmation-Processing, and Business Administra-
tion Career Clusters.

Clerical occupations represent one of the largest occupational groups and
each year provide thousands of new job opPortunities for those seeking initial
employment. Work may consist of one or more df the fallowing 'duties: rec-
ordkeeping, filing, duplicating, typing, answering the telephone, operating
various business machines, greeting calleri, and handling mail.

- Clerical' opportLinities can be found in the fields of civil service, finance, in-
surance, banking, manufacturing, real estate, wholesaling retailing,'and.service

olantzations.
Some of the career opportunities available to students completing thistcluster

are.

Bank Teller
Cashier
Clerk-Typist
Clerks: - '- .

Accommodation
-Accounts Payable(1 '
Accounts eceivable
Bank
Billipg and Credit
Claims

1,

Employment I
.

Gate and Ticket
General Office
Government Service
,Hotel
Information
Interviewing
License
Mail
Medical Record
Order - _ -,

f*

Payroll and TimReeping
Personnel

/1

Postal'
Receiving
-Recordp. Management (Filing)
Sales
Shipping
Statistical
Stock and Inventory
Travel
Traffic

Machine Opefators:.'
Addressing
Billing and Bookke

- Calculating
Collating
'Duplicating
Mailing
PBX (Switchboard)

Messenger
Receptionist
Reservations and Ticket Agent
Tape Librarian
Teacher Aide
Telephone and telegraph Operator.

41:1



CLERICAL CLUSTER COURSES

Suggested
Grade
Level

9

Course Titles

Beginning Typewriting
Introduction to
Intermediate (R w) Typewriting
Business Mathematics

Consumer Economics
Recordkeeping
Office Simulations
Lab Modules:,

Record's Management
Orientationao Business Careers
Job Applications
Beginning Human Relations
Receptionist and Communication Services
Reprographics
Electronic Calculator

11.12 Business English
Electives from these clusteri:

Secretarialntenggraphic Cluster

o
Information Processing eluster
Business Administration Cluster

5

J.

If
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cLERIcAL 4LUSTER
(Recommended P:rogram)

Course

Antroduction to Business
Beginning: Typewriting

Recora Management (LM).
Orientation ;o Busin@ss-Careers (LM)
13eedislkeeping
Job Applidaibns (LM)
OfficeSimulation .

Beginning Human. Relations (EM)
Reception and C,omniunicatioh Servilcep (LM).

.

Reprographics (LM) h.

Electrons Calculatof (LM)
Business Mathematics
Busineis English

'Intermediate Typewriting z,
Consumer Economics

Advance*:
$

Secreta I/Stenographic Cluster
Information Procespin4 Cluster
Business Administ &atibn Cluster

91-0TAL SEMESTERS REQUIRED FOr -
CLERICAL ClicUSTER CERtIFICATE°

*(LM.) *Lab Module



SECRETARIAL/STENOGRAPHIC CAREER CLUSTER
,

i .

The secretarial /stenographic cluster is designed to prepare students for entry-
level jobsiiriLthis field. The study of shorthand system (Gregg, Speedwriting, or
machine) and typewriting are essential parts of this preparation. Studeqls should
also be acquainted with and/op knowledgeable in the fields of records

Students

nt, recordkeeping, telephone work, the haridling of mail, an aother assorted
du es one, would be required to perform as prerequisites for ac iring a position
in.th area. Student'S should be able to demonstrate cooperation with and respect
for o her individuals.

e complption of this career cluster also pro.vides an excellent background
for those students who wish to further their 'education by attending post-high
school institutions, in this field.

Some of the career opportunities available to students completing this, clusterrt,,
-

are:

Administrative Assistant
Admissions EOluator
AutomaticEleCtrohic Typewriter Operator
'COrrespondents:

Civil Service
Credit.'

" Fan Mail '',: ,

Finance ?
Insurance,

, Letter Campaign Coordinator
Paramedical Services
Personnel ,

Review
Sales
Transportation
Travel

Court Reporter
In-File Oberator
Office Supervisor

.,:' Productiori-GPordiriator
Secretary:

Civil Service

Education
Executive -42

Legal
Medical
Men-j*rship
Paiamedi&al'Services
Private -

Religion
Script Supervisor
Social

Stenographer:
Civil Service
Foreign Language
Medical
Paramedical Se°rvices
Police
Legal
Print Shop

_ Public
Stenotype Operator
Technical

Stenographic Pool Supervisor
Word Processing Programmer .

V

J.



SECRETARIAL/STENOGR(APIIIC CLUSTER COURSES

'Suggested
Grade
Level

9,

10.

Course Title

Beginning Typewriting.
Intermediate (Review) Typewriting
Introduction to Business
Business Math
Consumer Math

Advanced. Typewriting
Beginning Shorthand
Machine Shorthand
Records management
Recordkeeping
Office Simulations
14b Modules:

Calculator
Reprographics
Beginning Human Relations

Advanced Shorthand
Consumer Economics
Business English
Lab Mbdules:

r.

Optional:

Rec tion and Communication Services.
Ex tive Typewriter

lazed Simulations:
Legal, Medical, and Executive

Machine. Transcription and Dictation
Job Applications
Orieritation to Business Careers
Advanced Human Relations
Supervisory Skills

Business Law
Accounting
Word Processing Cluster
Data Processing Cluster
Cooperative Work Experience (CWE)



SECRETARIAL/STENOGRAPHIC CLUSTER
(Recommended.Program)

Course

Beginning Typewriting

Shorthand 3-4

Semesters
2

Orientation to Business Careers (LM)
Job ApPlications"(LM).
Advanced. Typewriting/Simulations-(LM)
Records Management (LM
Business English
Reception and. Communication Services (LM)
,Machine Tr nscription (LM)

° ,Human Rel tions (LM)
.9ffice Simulations ,
Recordkeeping
.Introduction to Business

Electives

CleriCal-Cluster
Word Processing Cluster
Cooperative Work Experience
Data Processing Cluster
Business Administration Cluster

TOTAL SEMESTERS REQUIRED FOR PROFICIENCY
CERTIFICATE IN SECRETARIAL/STENOGRAPHIC

CLUSTER

9

3-5

10



INFORMATION PROCESSING CARED l CLUSTER
DATA PROCESSING/COMPUTER AND WORD PROCESSING

Processing both words and data has. been an intecfral part of American
business operations since the Industrial Revolution. However, both of these fields
have shown dramatic growth and change over recent years. This is prirJrily due
to the.technology which has produced innovative electronic equipmerr ciesigned
to facilitate these processes. .

Generally, both fields could be defined as the function of transfc7--- ,),L Jata
and ideas into meaningful communications as quickly as possible. Cor---. 1,7, and
data processing systems are commonly found today in high schoolF , oro-
cessing equipment, including electronic' typewriters, is also bec. -om-
moriplace in business divisions of high schools and junior colleges. M:. --e. d piled
-explanations will be given in the following pages regarding both and
word processing fields.

Business education programs rinkst reflect the changes taking plac..
job market that haVe come about because of this influx of technolcg . This
cluster is-designed to assist.business students interested-in preparidg for oft-ner, or
both, of these fields.

10



DATA P.RotESSING/COMPUTERS
A Division ofinformation Nocossing

,Computers are a very important part of what we know as data processing. It is

estimated that 80 percent of all data processed today is business data The proc-'

essing is an integral parrot the operation of government, .education, business, in

dustry, mediae' science; and related resettch in all Of, these areas. The introduc-

tion of the computer has not reduced the number of workers needed; rather, it

has chaqged the types Of training necessary for job performance.

Business transaction recording and b-- '.keeping are performed to provide an

accounting Of the operating results and -.tatus of a business or organisation.

Data Processing is a, mechanized proc pf organizing the data into mean-

ingful results.
.

The Data-Processing Career Cluster offers high school students opportunities

ta learn modern methods of processing data and to train for a career in this field,

Careers are varied, ranging from data preparation /entry to sjistems analyst, High

school graduates with specialized instruction in data processing Presantly qualify

for at least one-half. ofthe 600 jobs available in the cornputer field.

The coMpletion:of this career clUst3r also provides an excellent backgrounc

for the student who plans to attend a technical school or colleg0; particUlarl

those'who plan to major in computer science or accounting.

Some of the career opportunities available' to studnets completing this cluster

are:

Operator ,Jobs

Accounting Machine Operator
Computer Console Operator
Computer Terminal Operator
Cryptographic Machirie Operator
bate, Typist -
In-File Operator
Keypunch Operator
Photo-Composition-Keyboard

Operbtor
Stock Contr01.0peretc*:
Teletype Operator r

Terminal SysteMOpOtor -

(70:

Cleric011 Jobs

Card Filer
Coder
Data Distributor
Data-Entry Clerk
Data Examination Clerk
Data Processing Librarian
Magnetic Tape Handler
Payroll Clerk
Program. Filer
Programmer
Proofreader
Statement Clerk

ri



DATA PROCESSING/COMPUTER CLUSTER COURSES.
4tt

Suggested
Grade
Level

9 Beginning Typing
Intermediate Typing
Introduction to Business
Business Mathematics

10

Course Title

Same as Grade 9 PLUS
Programming in Basic
Introduction, to Data Processing
Advanced Typing
Key to Card
Key to Disc
Recordkeeping
Beginning Accounting
Consumer Economics
Business Law
Office Simulations
Lab ModUles:

Beginning. Human Relations
Electronic Printing Calculator

11-12 Business Computer Applications
Advanced Accounting
Business English
Office Simulations
Lab Modules:

Records Management
Ma/keting
Sales
Merchandising

4 Advertising
Advanced Human Relations
Supervisory Skills

CWE (Cooperative Work Experience),



WORD nF.41.7f17779.F (-r-STER
A Divist4In Procassing

,

Word Processing is a man.
combines people, procedures:
and economic resources in an

Word Processing sistems
variety of office tasks inch:
ing, orginatirig written docura.-.
systems have also changed th,
workers who perform these tasks.

The primary tool' of "Input" is dictatio7 equipment. The authOr of the docu-

ment puts ideas into worth', by reet3eding ::lem on a dictatibn unit or recorder
which may be Iodated at a r earby'seretaria ,..,tatiori or in a centralized area called

a Word ProcesSing. tenter.
The primary tools of "OutriL t" far pro': ssin the document§ are transcription

units and keyboards with magnetiC ano /or memory 'technology. Theoffice
worker listens to the dictation' and :ne keyboard to process original,

repetitive, and revised documents more c Liently.

To reproduce typewritten./ documentsot distribution; many offices use a

copier.

Some of the career opportunities available o students completing this cluster

are:

AutorAatiC Electronic Typewriter Operator

improves office efficiency. It
. more effectively utilize human

.':::)nment, regardless of size.

ordinate the performance of a
ching ,information, telephon-

ut.yin to name e:feW. These
as o he, executives and office

Secretary'
Clerk- Typist
Machine Transcribe
General Office Clerk
Stenographer

(

13

20

A



11110' CCESSING CLUSTER COURSES

Sup_gested
Credo
Lave! Courie Titles

9 Beginning Typing
Introduction to Business"
Intermediate Typing

10 Recordkeeping,
Beginning Shorthand
Advanced Typing
Speedwriting
_ab Modules:

Introduction to Data Processing
Beginning Human Relations
Electronic Calourator-Operation

111

A.

r

iness English
AL Lanced Shorthand
Machine Shorthand
Lab l iodules:

1. iagnetic Tape Selectric Typewriter
IBM Memory Typewriter
CRT Equipment
Machine Transcription
Office Simulations:

Lester Hill ,

A, La Carte
Houston House

Advanced typewriting/Simulations
Advanced Human Relations

,Iptional: Business Law

. Optional. Modules:

Supervisory Skills
Management in Office-Simulations
Dictation Techhiques

(

14



INFORMATION PROCESSING CLUB"` 11F3S

(Recommended Program)

No. of
PROCESSILIC Sem. WORD PROCESSINC

.Tyn 2 Type4vriting

Re _JMar agerr iL A) Autom-atic Typewr.

,an ThIc:,1;7 r C, r 2 Machine Transcript.

J
3"usiness English

On !::Ptioil to
C

atie

Intros . 'to

Pre (L

Programming -1r

13u.siness'Computer App.

ng

5 -7

(LM)

0 -2

Orientation Busines$
Careers (LM)

Job Applications, (LM)

Office Simulations

Records Management (LIB:

Human Relations (LIV

Dictation Techniques 1..M)

Electives: ' C

,
Data Prpcessing cluster /-

_.--sint_.,ss Administration Secretarial/Stenographic

Cluster i Cluster

Cleiical Cluster - Clerical Cluster

Cooperative Wqrk Exp. Business Administration

Secretarial /Stenographic Cluster

Cluster Cooperative Wc:-.15 Exp.

TOTAL SEMESTERS
REQUIRED FOR
INFORMATION.PROCESSING

CLUSTER CERTIFICATE 10

15
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BUSINESS ADMINIS77- AREER
, ``\

The business administratior :
with the various ?Distributive
system; Strengthen backgrou&i
counting; and introducestudrt:

It has been found that one of e. . viree
mrAoyed somewhere within dis.77;outilie se:

services,to transportation any liese
positions. In order to till jobs avail a :: i i thy:
themsdIves, have an awareness c careers a
diStributive services, knOw job recuirements.
vancement t higher job levels.. '

Some of t areer opportunities available -.:.

DIST111BUTIVE

Accountant
i4tuarY
Advertising W5rker .

Agent:
flonding.

'PLirtflasing
Real! Estate
Revenue .1 .

'Travel.;
,Appraiser .

Arbitrator ' '
4uditor.

,tBd'hk EXaminer
Bookkeeper.
Broker
Budget Officer
Buyer
Claims Representq,
Controller
coroner
Credit Analyst
Dispatcher

Equal 'Op..ortunili,,,
Representative

Executive SecretE:ry
Fashion 'Coo?dinato.
Inspecto'r
Ihvestigat r
Lawn
4.otn Office!'
Lobbyist
Park. Ranger .

Police Commissioner
Property Disposal'

Officer
Public Relations Worker
Recruits-
Sales Worker
Sales Person e

Training Representative
Underwriter
Urban Planner

anufacturing aid
Wholesale Trade

Marketing Research
Worker

designed to acq .

tiaOle in the Arry,
tcations, business.
and supervisory
iie in ths,American

industries, ren-t:,
re in managerial

iiistries,'studer
'liable to theM
d kndw of their

I 11

students
-:17-t business

77h, Rnd ac-
apts.

-)rkforce is
from flood.
upervisory
U 1cl know

.:ineseand
:es of id-

students compl. nis cluster

SURE:: .4..411r

Administrai. ASst.°
Assistant t,i
Director:

Fund Rang
Industria., Relations

N Motion 'i,cture
'News ard Sports
Public F elatio'ns

Manager:
Bank
Business

-Circulation
Cif,
Credit *-
Flight, Control
Government Services
Ho
lLtuesitrial Traffic
LabOr Relations
Personnel
Promotion
Recreational Services

-Transportation
Resident Supervisor
Superintendent
Supeivisor



,e
BUSINESS ADMINISTRATION CLUSTER COURSES

Suggested
Grade'
Level

6

9

Course Title

Beginning Typewriting
Introduction to Busineis
Business. Math

10 Records'Management
Recordkeeping
Office Sir 'ulations
Lab Modu

t Orientatio n to Business Careers
Electronic Calculator Operation
Reprographics
Beginn.inP Human Fielations
Taxes ,

Introductory Data Processing-,_

11=12 Beginning Accounting
Advanced, eccoUnting
Consumer Economics
Businesnglish

4
Business Law
Programming in Basic

' -Business Computer Applications
Lab Modules:

Advanced Human Relations
Marketing Careers
Sales
Advertising
Supervisory Skills
Job Applicatioh
Dictation Techniques

Cooperative Work`Experience
Advanced Typewriting
Key to Disc
Key to Card

A
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'BUSINESS ADMINISTRATION CLUSTER
(Recommended Program)

Accounting
Business English

Course-
r

Orientation to Business Careers ILM)
Job Application (LM)
Beginning Human 'Relations ILM)
Advanced Huran Relatipris'(LM)
B4inning Typewriting e

Business Mathematics
Consumer Economics
Introduction to Business
Records Management
Recordkeepin9
Electronic Calculator Operations (LM)
Reprographics (LM)
3-axesa*
Ihtroductory.Data Processing (W)
Business leaw
Prograrnmint in Basic
Marketing Careers (LW
Sales (1..M1 ,

Advertising LM) PP

ylerchandising (LM)
Supervisory Skills (LM)
Dictation Techniques (LM).
Business Computer AppliCations (LM)
Office Simulations: Lester Hill (LM)

.Clerical Cluster Courses
Information Processing Cluster Courses
Secretarial/Stenographic Cluster Courses .

TOTAL SEMESTER HOURS REQUIRED FOR BUSINESS
ADMINISTRATION CLUSTER GERTITICA11.?

1:

Semesters

3

4-6

0-2

.10

I



MIDDLE SCHOOL/JUNIOR HIGH SCHOOL
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BUSINESS CAREERS. EXPLORATION

DESCRIPTION

Business careers exploration provides students with the opportunity to
scover various careers available in the-business field. The student will eiplorei

the world of work as it relates to personalities, attitudes, values, and interests.
Hands-on projects are 'included the following career areas: cleriCal,
stenography, acccounting, data processing, and wholeSaling/retailing.

LEARNING TIME

45-90 hods

OBJECTIVES.

Given the appropriate instruction and ,materials, the student will by able to

N
*) 1, 8.

1. Demonstrate skills generally useful in the world.of work..

, 2. ,Practice effective work habits.

3. Make career decisions.

4. Demonstrate improved ;career capabilitieS..

5. Impleinentcareer plans.

- 6. Demonstrate positive attitudes and values toward work..

MODULE OUTLINE

A. A LOok at Yourself
.1. Mat am -I going?

" 2: How are people 'different?
3. Why do people work?

Look at the World of Business
r

C. A Look at Careers in Business
-1. Clerical
2. Secretarial.
3. Data. processing..
4. Wholesaling and retailing,

Exploring Careers in Businesi
1. Accounting and bookkeeping
2: Grew shorthand
3. :Filing
4...Mail handling ,

5. Sales representative
6: ,Grocery clerking
7: Banking and credit

A_
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Materials included in sections A and B are the basic orientation to' business
career exploration. The remainder of the program may consist of either sections

. C; D, math or reading application modules, or any cOmbinati4n of thesesections.,This portion Of the progriam lends itself to individualizatiopi. -

CURRICULUM MATERIALS

Essential Materials

Career Education Program Vol. II, McKnight Publishing
4

Exploring Careers Program, South-Western, (6 booklets).

Real Life Reading,Skills, Scholastic Book Servicei

Real kife Math Skills, Scholastic Book Services

Project:Discovery, Southwest Iowa Learning Resources Center
(hands-on projects)

SupphirneritarY Materials

Exploratory Business, 5th Ed., McGraw-Hill

Career Comic Books, King, Natures

Job-0, CFKR Career Materials, 1974,,(boalets)

World of Work, McGraw-Hill, Kit, (S.et .of.50 pamphlets)
. ,

Audiovisual Materials'

The following audiovisual 'materials may be available at your film
-center, learning resource center (LRC), Or business lab.

5
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Films

Choosing a Job
Identity (set)
Is a Career in Clerical. Work for You?
Is a Career nn Finance, Insurance, or Real Estate for You?
le a Career in the. Hotel or Motel Business for You?
Is a Sales Career for You?
Making (tin the World of Work
Never Underestimate the Power of a Woman
1Ianning Your. Career
Your Job:

7-7 Applying For It -,
A Finding the Right One

Fitting In
Getting Ahead
Good Work. Habits

Filmstrips /Cassettes

I

.

Career Clusters: An Introduction.to Related Occupations
Career Clusters by Hoffman: Busiriess/Clerica1/$ales/Computer

Tech
Career Direction: High School as Tryout
Career Discoveriee Series
Careers Unlimited
Career What Really Matters to-You?
Careers Without College
ExPlOre
Eiploring Careers Set: MarketingAistrjbution and Business/Office
JOb A itude Series
Jobs i Data Processing: Computer Opport)unities
,Key C reer Exploration
The Butterick Career Resotirce Center
Women at Work: Choice or Challenge



MATH APPLICATIONS
a.

DESCRIPTION

Math Applications is a module designed as a review to help students function
effectively in the communities in which ey live. Materials covered provide basic
computation skills using problem-solvi g based on everyday situations.

LEARNING TIME

6-45 hours

.OBJECTIVES

Given the appropriate instruction and materials, the student will be able to:

1. Add, subtract, multiply, divided accurately and estimate.
2. Compute daily personal expenses.
3. Demonstrate an ability to manage money.
4. Demonstrate the ability to understand and apply math to various work

related situations. t
5. Demonstrate the ability lo apply math to solve energy and money saving

riroblems.

MODULE OUTLINE

A . Math Applications
1. Basic facts
2. Your daily expenses
3. Managing your money
4. Math on the job
5. Energy and money savers
6. Leisure math

CURRICULUM MATERIALS'

Essential Materials

Real Life Math Skills, Scholastic. Book Services
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PERSONAL TYPEWRITING

DESCRIPTION

Personal Typewriting is an exploratory course designed to introduce
typewriting through the use of th touch method. Skills are developed for per-
sonal use and to give the student a foundation for further studies in business.

LEARNING TIME

90 hours

OBJECTIVES

Given the appropriate_ instruction and materials, the student will be able to:

1. Operate the keyboard by touch and with correct technique.

2. Demonstrate proper care and maintenance of the machine.

3. type,words, sentences; and paragraphs with accuracy, continuity,
and minimal speed.

'4. Type from printed, handwritten, and corrected copy.
5. Identify and correct errors.
6. Apply basic word division rules.t
7. Demonstrate ability to center, arrange, and type personal notes, per-

sonal letters, and short reports.
8. Demonstrate ability to center copy vertically and horizontally.

MODULE OUTLINE .

A. Basic Type Skills
1. Correct techniques and machine adjustments

Y 2. Letter keys
3. Figure and symbol keys
4. Proofreading and correcting errors

B. Basic Personal Typing Applications
1. Centering and taliul ting
2. Personal notes and ers

3. Short reports and outlines
4. Tables

CURRICULUM MATERIALS

Essential Materials
Personal Typewriting for Junior High Schools, 3rd Ed., South-

Western Publishing Co., ,

Typing in Plain English, Fearcin-Pitman Publishers, Inc;
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READING APPLICATIONS

DESCRIPTION
Reading applications is a module designed as a review to help students func-

tion effectively in the communities in which they live. Materials covered provide
basic information presented either through the printed word or graphically, or

both.

LEARNING,TIME

6-45 hours

OBJECTIVES

Given the appropriate instruction and materials th student will be able to:

J. Read and interpret signs, labels and directions on packages, canse

etc.
2. Demonstrate the ability to read, interpret, and follow directiOns.

3. Den-tonstrate the ability to read and correctly answer detailed ques-

tions on various applidation forms, and show how to fill them out.

4. Demonstrate the abilittto use a dictionary' .

5. Demonstrate the ability to read and understand various'parts of a

newspaper by correctly answering detailed questions )

6. Demonstrate the ability to read advertisements critically by answering

detailed questions

MODULE OUTLINE

A, Reading Applications
1. Reading signs and labels
2. Fallowing-directions
3. Reading and filling in forms and applications
4. Using-reference materials.
5. Reading newspapers
6. Consurner education

CURRICULUM MATERIALS

Essential Materials
Real Life Reading Skills, Levin, Scholastic Book Services

25
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BE9INNING ACCOUNTING

DESCRIPTION

Beginning accounting introduces the complete fundamental accounting

cycle, special systems for recording Icccounting transactions, and special

accounting topics related to all types of business, including an emphasis on mer-

chandising business operations. A major aim is to prepare students for job entry

pOsitions. Practical applications of accounting principles are provided through the

incorporation of bdsiness simulatiomSets with the usage of journals, ledgers, and

business transactions. Topics involving payroll, interest, depreciation, and'ac-

Cruals are included.

LEARNING TIME

180 hours

Learning time may vary, depending upon individual student's - ,

OBJECTIVES

Given the appropriate instruction and materials:Vie student will be able to:

1. Write a brief definition of the fundamental accounting equation.

2. Classify assets, liabilities, and capital.
3. Examine, journalize, and post business transactions.

4. Prove the accuracy of posting.
5. Explain and utiliie the six-column work sheet.

6. Prepare an income statement and balance sheet.

7. Close the ledger.
G. Apply basic accounting principles to a simple merchandising

business.
9. Maintain a checking account and reconcile bank statements. 4

10. Explain and Utilize the eight-column work sheet with adjustments.

11. Define the term "business data processing."
12. Discuss computer applications relating to payroll accounts receivable;

and inventory.
13. Prepare and record a payroll, including deductions.

14. Describe end use the five special journals.

15. Describe and explain the petty cash account.

16. Perform .necessary accounting for sales taX, bad' debts, depreciation,

"notes, accrued income and expenses. (/
17 Describe-basic accounting differences between single ownership,

partnership, and corporation.

27



MODULE OUTLINE

A. Accounting Theory Funda entals
1. Starting an.accounting system r
2. Recording an openng entry
3. Posting the 9pening:entry
4. Debit and credit ofrbusiness transactions affecting balance sfjeet

accounts
5. Debit and credit of income and exOnse transactions
6. Journaliie business 'transactions \
7. Posting
8. Provingthe accuracy of posting
9. The income statement and balance sheet. )

10. Closinig the ledger
11. Project review and application of the accounting cycle in it

simplest form

m

Single Ownership Accounting
1. Journalizing, transactions of a merchandiiing business
2. Posting to. the ledgers of a merchandising business
3. Checking account and reconciliation of bank statements
4. Eight-column work sheet with adjustments
5. Financial- statements for a merchandising business
6. Adjusting and closing entries for a ncierchandising business
7. Simulation review and application 'the accounting cycle with

combination journal and subsidiary tisOrti

Introduction to Data Processing and Payroll Systems
1. Data prooeseing systems
2. ,'Automated accounting systems: processing the chart ofaccounts

and the Opening entry
3. .Automated accounting systems: processing transactions and end-of-

fiscal-period work ,
4. Payroll records
5 Payroll accounts, taxes, and reports
6. Simulation review and application of data processing and payroll

principles

.1
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D. Special Journals, Sales Tax, Bad Debts, and Deprec

1. Spacial journals: purchases and cash payment's, four-column general

journal
2. Special joumals: sales and cash receipts
3. Cash's register system and petty cash
4. Sales tax and other sales and purchases systems
5. Uncollectible accounts and valuation ofaccounts receivable_
6. Plant assets and depreciation
7. Dispdsing of plant assets ,..

. 8. Simulation review and application of special transactions and

journals. - i--, .

E: Itiotes and ACcruals, .
Introduction to 'Partnerships and Corporations

1. Notes and interest .

2. Accrued income anOccrued expense
3. Partnerships
4. Corporations -< .._,,,

/
5. Simulation review and application of.accounting princiPles

t*Section E may be in luded in' Advanced Accounting

CURRICULUM MATERIALS

Essential Materials
Century 21 Accounting,Irst year Course, 2nd Ed.; South-
Western
Wor,k0g papers and study guides for Century 21 Accounting, First
Year Course, 2nd Ed. Achievemegt tests are available for E.. Nominal

fee tipon request from South-Western.
Supplementary Materials

3usiness Simulation Sets, South-Western
"Quaarasonics"
"Village Garden-Center Pegboard Payroll System"
"NeW Harizons"

a/

"Envirotrol"
.

Clerical Payroll Procedures, 7th Ed.),, 01514 Fulle-)r, South-Western,

Simulation

Audiovisual Mate
The following audiovisual materials may be available at your

center, learning resource center (LRC), or business lab.

films: ,
Data Processing Introductory Principles
Data Processing Occupations
Bookkeeping and You.

Filmstrips/Cassettes
The Bookkeeping Process, SVE
Data. Processing Sound Filmstrips, South-Western
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ADVANCED ACCOUSIT-AIG
_ ,. .

)DESCRIPTION
..c ',}"-----7

. I
'Advanced accounting is designed to prepare students7for entry-level account-

ing positions. Content is focuped on accounting and busiriNess theory, stressing
the "why" of accounting witti coverage of such topics as corporattons, partner-
ships, and cost accounting. Through the use of special problems, the student can
apply accounting knowledge to merchandising and marrifacturing-type
businesses. The student will experrience a:Pc:punting and businies: management
problems.

LEARNING TIME

180 hours
Learning time may vary, ep nding upon individual student's ability.

OBJECTIVES

Given' the appropriate instrlictic,1 and materials, the
student'- 111 be able to:

1. Perform' general accou Ming oroficiency consist.mi with job-
entry requirements of E. Pookkeep.s.- or junior. accounta-nt.i
Apply' basic accounting prince ue to departrnental anc payroll ac-
counting, partnership and co trot appourcting, and corporate stocks
and4bonds accounting.

3. =Demonstrate a'fundamental knov.vieuge of cost accounting as related
to sales.

4. Explain the procedure of accoUntirr for notes, drafts, trade accep-
tance, and various taxes.

5. Interpret financial csports.

MODULE OUTLINE `,Section E, Beginning Accounting, may be included.

A. Partne'rship Accounting
1.1 Accounting as an occupation
2.. Recording phase of accounting
3. Summarizing and reporting phase of accounting
4. ProjeCtr-Review of accounting principles
5. fOrming a_partnership,
6: Dividing partnership earnings
7. End-of-fiscal-period work for a partnership
8. SimulationreView and applicationoof partnership accounting

principles

30
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B . Corporation Accounting
1. Purchases and sh. payments clerk
2. Sales and dash iebeipts clerk
3. Inventory control Clerk
4., Payroll clerk
5. Departmentalized accounting
6. Voucher aystem clerk
7. Recording daily transe0ons
8. Processing daily transactions and end-of-fiscal-period work
9: Forming a corporation

10. Acquiring capital fc% a corporation
11. Financial analysis ad reporting ofpa-corporaton
12. Sirrationreview and application of corporatiorccounting

principles

Cost Accounting
1. Cbst accounting fore merchandising business
2. Ccist accounting for a manufacturing-businesi .
3. End-of-fisl-period work for a manufacturing business
4.' Ac ousting for uncollectible accounts
5. c punting for Plant assets

Accounting for prepaid and accrued items
7. Accounting on a cash basis

. 'Simulation--review and application of cost accounting principles

D. Analyzing Accounting Data for Management Use
1.. Budgetary planning and control

' 2. Accounting information for management decisions
Analysis of financial statements

4. Statement of changes in financial position

CURRICULUM MATERIALS

Essential Materials
Century_21 Accounting, Advanced Course, end* Ed., South-
Western
VVorjcing papers and study guides for Century 21 Accciunting, Ad-
vanced Course,.2nd Ed., South-Western. Achievement tests are
available for a nominal upon request fror?iSouth- Western. .

Supplementary Materials

Business Simulation Sets, South-Western: I
"Abrams and Silver";
"Custom Auto. Center"
"Trade Winds Marine"

TransParencies, Century 21 Accounting, 2nd E d., #8205, South-Western
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ADVEpTISING

DESCRIPTION
Advertising is designed to develop the skill §, attitudes, and knoWledge

necessary for jobs in advertising and other marketinb oetupations. The course ex-
amines the nature and purposes of advertising medica, gates advertising to the
job of the feta salesperson,-derndristrates how to write effective advertising
copy, and gives the students the opportunity to pre are an advertising layout.

LEA/MING TIME
20 hours,

OBJECTIVES ,
.

Given the appropriate instruction and materials, the student will be able to:

1. Identify the major uses of advertising and select sample adver-',
tisements illustrating such uses. ,.,.,. _

2. Identify the contribution of various advertising media in the advertis-
ing program of a business firm. , ., -

3. ' Establish goals and select appropriate promotional media for con-
sumer product , .

4. Plan and writs ple, direct copy which will arouse interest and
:,_ belieft1,,the ptduct.

5., °Appl specificmethod of measuring the effectiyeneSs of an adver-
tising media to its audience.i,

MODULE 'OUTLINE ,

A. Advertising and the Student
` B. Advertising Media .

C. Advertising and Personal Selling
D. The Written Message
E. The Illustrated Message
F. Preparing Direct Mail Advertising
G. Planning an Advertising Campaign
H. The Advertising Campaign in Action
I. Selling Advertising Space and Time
J. Measuring Advertising3Effectiveness

CURRICULUM MATERIALS
.Essential Materials

Advertising, 2nd Ed., 1978, /V1cGraw- Hill (text and record)
Audiovisual Materials 1

The following audiovisual materials may be available at yotir film
center, learning resoul-ce-center (LRt), or business lab.
Films:

The BO Line
Just Sign Here
Why Do Y\ou Btlyt4
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ORIENTATION TO BUSINESS CAREERS
'44 I

CLERICAL/SECRETARIAL-STENOGRAPHIC/ .

.INFORMATION PROCESSING/BUSINESS ADMINISTRATION,

DESCRIPTION a

Orientation.to Business Caree is an overview:of the
grdms available to students inter sted in business careers
aware of the requirements necessary to enter specific ca(
available to reach the job goal.

LEARNING TIME

5 hours

opportunities and pro,
.Jhe student becomes'
eers andlthe.programs

OBJECTIVES r
Given the appropriate instruction and materials, the student will'be able to:

1. Describe briefly the different career clusters:
a. Clerical
b. Secretarial-Stanographic
c. Information Processing
d, Business Administration

2. Lipt five or more positions in a selected career area and explain the
basic requirements f6r job entry.

3. 'Describe the business.laboratory environment:

MODULE OUTLINE'

A. Research Career Areas and Their Interrelationship
1. Clerical
2. Secretarial-Stenographic
3. 1pformation Processing
4. Business Administration

B. Research One Specific Career Area in Depth
1. Positions available

`2. Basic job-entry requirements
3. Availablitraining programs (content, time, ect.)

a. High° school-- :

b. College or vodational school ,
c. On-the-job training

C. Tour of Business Laboratory
1. Layout
2Procedures
3. Equipment
4. Materials

33
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'CURRICULUM MATERIALS,

Supplementary, Materials
Secretirial Office Procedures, 9th Ed.-, Sauth-Western Unit 1;
Unit 15 part 1, 4,5;" Unit 6, part 1

Clerical Office Procedures, 6th Ed., South-Western, Unit 1; Unit
16, part 1, 4; Unit 3, part 4; Unit910,.part 1, 4^
DOT Occupaiional Outlook Handbook
Century 21 Accounting, Begin and Advanced Cources, South-
Western, Preface

Exploratory Business, 4th Ed., McGrivv-Hill
Job SortCareee EdUcation, Guide, DODDS
Geneiral Business For Economic Understanding, South-Western,
Unit 3

Word' ProcesSing, Prentice-Hall
Guide For Education,' DODDS
Career Comica ks, King Features
Woild of Work

, ,

AddlOvISUaliViateila s .

The following a dioviSual materials may be:available atVour film
center, learning resource center (LRC), or.bUsiness..lab.

Introduction to Business and Office Careers, Kimbrell, McKnight
Butterick Career Center
Career Clusters: An Introduction to Related' Opportunities
Cateers Unlimited.
Careers Without College 44

Career Values -- What Really Matters to You?
Jobs in Data Processing: Computer Opportunities
The'Shipping and Receiving Clerk
The Insurance Agent
Aseislant Purchasin gait . -
ExOloring Careers Set, SVE, The Secretary, The Computer Con-

sole Operator, Assistant Manager



BUSINESS COMPUTER 'APPLICATIONS

DESCRIPTION

Business Computer Applications is designed to help students utilize4he com-
puter through magnetically written procedures called 'programs" stored on a
floppy diso. Learning approaches include: drill and practice, problem solving,
decision-making processes, simulations, and information retrieval. ,

LEARNING TIME

90 hours

OBJECTIVES -

Given the appropriate instruction and materials, the sludent will be able to

1.: List and describeyays in which the computer curreKtly utilized In
business. .

2. Use the computer for drill andpractice.
3. Use the computer to solve problems in the following-areas:

a. DepreCiation
b. Market analysis
c. Simple and compound interest rates
d. Saving and investment programs

:.e. Loan amortization
f. 'Determine optimum farm production given the factors of supply

and dernand d.

g. Stock investment programs
h. Billing and inventory programs
i. Payroll programs.
j. Reservation programs
k. Conversion programs (mo,tiey, temperature, etc.)
Use the computer to prepare the following accounting records:

'a. General ledger
b. AcCcounts payable
c. Accounts receivable
d. Merchandise inventory
e. Trial balance
f. Worksheet
g. Financial statements,
h. Schedule of accounts
Use the computer to run simulation exercises such as MARKET. ,



MODULE OUTLINE
A. Drill and 'Practice
B. Worksheet Materials Generation
C. Problem Solving

, D. Simulation
E. Information Retrieval

CURRICULUM MATERIALS

Essential Materials
To be, provided by the Minnesota Education Computing Consortium.
Contact regional computer eduction specialist.

SuPplementary Materials
Programming in Basic for Business, Bosworth and Nagel, Sra,
1977 3
A Guided.Tour,of Computer Programming in BASIC, Dvey.-
and Kaufman, oughton Mifflin Co., Boston
Flowctarting, 1cQuigg and Harness, Hougtito'n Mifflin Co., Boston

a
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BUSINESS ENGLISH

DESCRIPTION

Business Eng Iiih provides students witil the communication skills they will
need on the job. It provides training, necessary for students to develop com-
petence in each of the communication skills: Reading, writing, speaking, and
listening. Students will learn to apply their speaking and writing skills to getting.a.
job. In addition, students will be introduced to the language of business..

LEARNING TIME-
45-90 hours

OBJECTIVES
Given the appropriate instructibn and materials, the student will be able to:

1. Apply principles of comm nication psychology to oral and written
communications.

2. Demonstrate expanded vo bulary and effectively use word
references.

3. Apply effectively the princi les of grammar and punctuation.
4 Write effective routine an specialized letters.
5. Plan and write effective emos, reports minutes, and news

releases.
6. Speak effectively through such activities as planning and giving a

talk; meeting the public in person and by telephone, and par-
ticipating in group discussions.

,7. Write resumes and letters of application, reference, and acceptance.

7 MODULE OUTLINE
A. Communicating The Psychology of Effective Communication
EP. Developing Reading and Listening Skills
C: Improvihg Basic Word Skills Words and Word Refeiences
D. D loping Language Skills

. Grammer
2. Punctuation and punctuation style

E. Writing 'Messages That Get Results.
1. The craft of writing
g. Planning and writing letters
3. Memos, reports and other communications

F. Developing Speaking Skills Effective Speaking
G. Communications to Get a Job

in adapting the text; Business English and dommunication, for use in the
lab, 'selected units can be used.

**Business Correspondence/30,m0 be substituted for Part.E of the module
outline above.

37
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CURRICULUM MATERIALS
Essential Materials

*Business.; English and Communication, 5th Ed., Stewart,
Lanham, Zimmer, Clark, Stead. Gregg/McGraw-Hill

Student Projects and Activities for Business English and Com-
munication, tests, Gregg/McGraw-Hill

**Business Correspondence/30, 2nd Ed., Fruehling and Bouchard.
Gregg/McGraw-Hill, Inc.

Punctuation, A Programmed Approach, Perkins, South-Western
Publishing Co..

Supplementary Materials
English Style Skill Builders, 2nd Ed., Cleary and Lacombe.
Gregg/McGraw,Hill, Inc.

Intensive Clerical and Civil Service Training, 5th Ed.,' Fisher. South-
Western Publishing Co.
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BUSINESS LAW

DESCRIPTION

Business law is designed to help the student understand law and its enforce-
ment as it applies to society and the individual. The course stresses the contract
tual obligations that arise out of_bailment, commercial paper transactions, and
utilization of real property.

LEARNING'. TIME

45-90 hours

OBJECTIVES
Given the appropriate instruction and materials, the,student will be able to

1. Describe the development of our legal sysjem, its changes, and its
plece'in our-society. .

2. Demonstrate respect, urfierstanding, and awareness of individual
legal rights and responsibilities.

3. Distinguish between civil and criminal law.
4. Identify the basic elements of contracts.
5. Define bailment relationships.
6. Identifythe basic elements of commercial paper, methods-of

transfer, and the' rights and responsibilities of all parties,
7. Describe the legal rights and responsibilities of the tenant and/or

owner of real property.

MODULE OUTLINE

A. Understanding the Law
1. Law and society
2. Law and the 'Citizen -
3. Law and the minor
Enforcing the law c.
1. Crimes
2. Tcirts
3.)Law enforcement and the courts.

C. Making Contracts"
1. How contracts are made
2. Form of agreement
3. Void and voidable agreements'
4. Legal agreeement
5. Consideration
6. Transfer and discharge
7. Remedies for breach of cr--

4fi-



Understanding Personal Property and Bailments
1. Personal property
2. Mutual benefit bailments
3. Special bailments

E. Using Commercial Paper
1. Nature and kinds of commercial paper
2. Elements of negotiability
3..Transferof corerscial paper
4. Rights of holders
5. Liability of parties

F. Renting and Owning Real Property
1. Real property
2. Landlord and tenant
3. Wills and intestacy

G. Looking at. Law inthe Future

CURRICULUM MATERIALS

Essential Materials
Applied Business Law, 11th Ed., South-Western
Winkbook and tests for Applied Business Law, 11th Ed., South-
Western

Business Law/30, 2nd Ed., Gregg/McGraw-Hill. Programmed text/
workbook for use when the course is taught in the business lab

Supplementary Materials
teaming Activity Package, Unigraph Products:

a. Consumer contracts
b. Consumer rights and responsibilities

Audio sual Materials
T e following audiovisual materials may be available at you film
center, learning resource center (LRC), or business lab.

Films:
Quiet House, Public Hours
The Voice of the Witness

Slides:
Contract Law (22 Slides), J. Weston Welch
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BUSINESS MATHEMATICS

DESCRIPTION

Business, mathematics applies fundamental mathematics skills essential for

personal use as a consumer and/or ,entry -level jobs. The students reinforce their
basic computational skills and apply these skills to banking,' interest, payroll, in-

stallment buying,- marketing, insurance, personal finance, and financial reports.

i.EARNING TIME

90-180 hours (Career or mathematics credit)
45 hours Business Lab Module

OBJECTIVES P.

Given the appropriatejinstructions and materials, the student will be able to

1. Perform additi6n, subtraction, multiplication and division using ;whole
numbers, fractions, aliquot parts, decimals, and percents.

2. Perform simple mental calculations accurately, whenever possible.
3. Apply short cuts irecomputing wheneve possible.

4. Estimate common-sense answers for checking calculations.

5. Read and understand business problems and identify the
mathematical processes needed for their solution.

6. Relate business mathematics terminology and problem's to concrete

business applications.

MODULE OUTLINE

180 hours:

90 hours:

45 hours:
module below

A. Basic Math
*1. Addition; multiplication, substractiori, division

a. Skill
b. Estimation.

*2. Fractions
*3. Decimals
*4. Percents

Finance
*1. Banking
*2. Interest 'r

*3. Payroll
*4. Installment

J

A, B, C, D, E, F, G (Letters/numbers refer to outline below),

Basic Skills: A; B2, C1,2; El,. F2, G2
Career Oriented: A4;. B1,2,3; CPD1,2; E1,3; F2; G
Personal Use: A; B1; El; F; G2
Business Math/30 can e substituted for ( ) areas in
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Business Support Services
*.1. Data Processing
2. Reporting infdrmation
3. Transportation

D. *1. Retailing
*2. WhoJetaling
*3.' Sales and inventory records

E. Operations
1. Measurement
2. Building materials
3. Service industries

Income Management
1. Insuranc::
2. Personal

Business AnE.,,-,sis
1. Financial moons
2. Costing procedures

CURRICULUM MATERIALS

Essential Materials
Math for Business Careers, McGraw-Hill
Business Math/30, 2nd Ed., McGraw-Hill
Business Mathematics for the Consumer, Laid law

Supplementary Materials
' Learning Activity Package, Unigraph Products, (budgeting, C0f11-

parison shopping, credit, financing, and insuring a car)
Intensive Clerical and Civil Service Training, 5th Ed:,,Part 3,

,,
(arithmetic)

Audiovihual Materials
The'following audiovisual Materials 'may be available at your film center,
learning resource center (LRC), or business lab.
Consumer Education: Budgeting

Installment Buying
Retail Credit

Decimal Fractions
Metric System (The)
Money,and Banking
Percentrige
Retail Credit Buying
Shortcuts in Multiplication with Fractions
Understanding the Metric System (filmstrip)
Wise Use of Credit ,
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ELECTRONIC CALCULATOR OPERATION

DESCRIPTION

Electronic Calculator Operation introduces the display andlor printing

) calculator for use in isint3ss and office occupations. The student achieves profi-

ciency in mathematic:- :Inmputations using the touch system.

LEARNING TIME

20-45 hours

OBJECTIVES

Given the appropriate instruction and materials, the student will be able to

1. Demonstrate an occupational ability in touch operaticin.

" 2. Solve specific businesi problems.
3. Describe the value and importance of the calculator in business.

v 4. Demonstrate improved basic mathematical skills.

5. Demonstrate proper care of_the calculator.
,

MODULE OUTLINE
1

A. Touch Sy
.

tem and Keyboard
1. Additio /subtraction
2. Multiplication /division
Calculator Applications
1. Accounts receivable
2. Invoices t

3. Sales journals
4. Payroll
5. Commissions.
6. Markup/markdown
7. Deposit slips
8. Interest/notes

4C. Care of the Machine

CURRICULUM MATERIALS

'Essential Materials r
Electronic and mechanical Printing Calculaior Course-, South-

Western - .

Electronic Display Calculator Course, South-Western
Office machines Course, South-Western
10-Key Adding-Listing Machines, South-Western

Supplementary Materials

t.

a

Machine Office Practice Set, SouttiOeStern
Clerical Office Procedures, 6th Ed., ,South-Western, Unit 10,

Page 3 .

Secretarial Office Procedures, 9th Ed., South- Western, Unit 6,
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DESCRIPTION

Consumer economics is designed toassist students in evaluatir. :; lifestyles and
spending patterns in terms of recognized value and consciously cmosen goals. It
helps students learn to manage their finances and to survive and prosper in the
marketplace. Economic, legal, and busineas concepts are examined'Only as they'
are relevant to making consumer decisions.

LEARNING TIME

CONSUMER ECONOMICS

45; 90, or 180 hours

This'course may be taught as a one-semester, a full year, or a nine=
week course. Teacher discretion should be used in selecting
modules.

OBJECTIVES

Given the appropriate instruction and materials, the Student Will be able to:
.

1. Describe individual performance as a consumer in contrast with
established consumer responsibilH-A in a basically fr'eo economy.

2, List future job opportunities.
3. Describe an individual resourer, mmnagemen ay, 'mu

values and goal attainment w acononh. alcutiLy.
4. Describe the jrnpes.;t of_consumei choices on personal finances,

business, and thp economy.
u5.Demonstrate knowledge of criteria for judging Sumer information

and accuracy of promotions, advertising, and s -

6. Mite a proposal advocating consumer change,
. Define an describe the role of the consumer in relationship to other

roles such s worker, voter, citizen, family member, and student.
8. Identify an define appropriate uses of consumer credit.

-9. Describe th effects of inflation and determine means to minimize its
impact on p sonal goals.

10. Determine th adequacy of available,housmg.',r '

11. DemonStrate n ability to assess. savings and investment alternatives.
,,,

12.... Demonstrate ah ability to assess the adeqUacy of insurance)
coverage.

13. Demonstrate an ability to appraise potential-purchases based on per-
sonal values and needs, intome, use, quality, and price.
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MODULE OUTLINE

A. Deciding, 'Planning, and Spending
1. Decisions; decisions

12. We're, not all alike (goals)
3. A road map for spending (budget)
4. Food for thought (food)
5. Togs, tags, and rags (clothes)
.6. All in a day'? work (career)

B. The. Consumer's World
1. The market place (supply and demand)
2. The shady side of the marketplace (fraud)

3.' Consumer power
4. Citizen power

C. Buy NoW, Pay Later
1. Credit: What and why
2. Shopping for credit
3. The credit blues
4. Inflation and you

D. Wheeling and Dealing
1. Buying a used car
2. Buying a new car
3. Insuring your car
4. Inflation and you
A Roof Over Your Head.
1. Where should I live?
2: Tenant and landlord
3. Buying your dream house
4. New types of homes

'5. Urban. decay and suburbaI sprawl

F. Your Health and Your Futu're
1.'Doctoi:S and,fiealth insurance
2. Your medicine chest
3. Saving for sunshine and rain
4. What if?. r.Life Insurance
5. The golden years

G. Taxes
(Reference "Taxes" Lab Module)

_/
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CURRICULUM MATERIALS

Essential Materials
Consumer Action, Houghton Mifflin Publishing Co.

Supplementary Materials
The Consumer In the Marketplace, 2nd Ed., Pitman Corp.
Consumer hSense, Coronet Instructional Materials, Chicago, (10
cassettes with student booklets)
Contempoiary Consumer Series, McGraw-Hill
Family Financial Management, South-Western Publishing Co.,
(Kit)
Policies for Protection, How Life and Health Insurance Work,.
American'Council of Life Insurance,- Health InsurancOnstitute (free.
booklps)
Every Ten Minutes, Insurance Information Institute (free Materials),

Audiovisual Materials
.(Reference.combined list for both Introduction to Business and Con-
sumer Economics located in the Introduction to Business course
desciiption)

s,
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INTRODUCTORY DATA PROCESSING

w.

DESCRIPTION

Introductory data processing explains the process and terminology of automa-

11.1 Re R applins, to record handling. A number of machines'are described, but
they are considered incidental to the prcicess. Explaining the,process, not the
machines, themselves, is the primary purpose of this module. Each step is ex-
plained from the time a source document is prepared until a final repOrt has been

yrepared autoroptically.
I

LEA_RNING TIMEt
45 hours

OBJECTIVES,

Given the appropriate instruction and.paterials, the stude t will be able tp:

1. 'Describe in general terms how a computer system operates.
2. Identify change's that have taken place .in processing data because of

electronic computers.
3. Demonstrate' skill in analyzing problims and laying out logical, stag-

by-step solutions as required by the computer.
4.' Identify careers associated With information ptocessinb.

MODULE OUTLINE

A. Irroduction to Data Processing
'1,43efinition
2. Tools ,

ti 3. Jobs and careers
4. Systems

B . Manual-Mechanical Data processing Systems

C. Automated Data Processing

D Preparing Input Media for Automated Processing

E . Unit-Record 'System

F. Understanding EleCtronic Computers

Y

G . Language System of the Computer and Information Storage

HH. . Solving Data Processinti Problems with the Computer

Additional Computer Programs (Optional)

This module can be used with or without specialized.equip'Ment. Access to card

or disc equipment and an electronic compUter would be highly desirable but is not
essential in meeting the goals of the course.

47
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.quaRicuLum MATERIALS
Essential Materials

Introductory Data Processing;.
South-Westerns(text)
Introductory Deta ProcessIng,..
WeStern (projects!

Supplementary Materials

You Are.A Data Processor, 1972, South-Western
COmputers, People and Data, 1972, South-Western.

Audiovisual. Maierials _

An Intensive Course, 1973,

A'Practice Set, 1973,tbuth-.

The following audiovisual materials may be available at your film
center, learning resource center (LRC), or b ess lab.
Films ,

Data Processing Equipment Technician
Data Processing lotroductory Principles
Data Processing Occupcatidns

..

Data Processing Programmer
The Computer Revolution

Filmstrips/Cassettes ` , ,
Computer Series. II, Introduction to Computer PrOgramming(Set

of 6 with sound) '. . 0

0 ,Computer Series Ill, Binary Number System: (Set of 4 with e
sound)

. , Data Processing (Set of 7 with sound)



ICTATION TECHNIQUES

DESCRIPTION

Dictation techniques provides practical dictation skills forthe inexperienced
originator. The module is designed to train originators in various techniqrs of
dictating, kinds and types of equipment being used, various word processing
systems, and oral refinement of speech patterns.

LEARNING TIME

20-25 hours

OBJECTIVES

Given the appropriate instruction and materials, the student will be able to

1. IdefftifY various word. processing systems of "input" and "output:"
2. Tape record ation at varying Speeds on availble equipment, using

correct gramnitir, enunciation, and, diCtation.
Transcribe effectively from pre-recorded materials to become, familiar

. with problems. of transcrrptionists.
4.- Opeiate all available dictation equipment effectively.
5. Identify and-eiPlain bperation o controls on available equipment.

MODULE OUTLINE

A. Dictation Ove4tiew and Explanation
1. Course arrangement
2-Lesson coverage
3. leaning opportunitie
4. Vocabulary
Word Processing
1. Cc:incept
2. Applications
3. Equipment
4. Telephone

Machine Dictation
1. Dictation systems
2. Procedures
3. Genbraguidance
4. Grammar review



D. iDictation Practice -

,1. Improving efficiency
2. Visualization
3: Dictation refinement
4°. Vocabulary-synonyms, antonyms

E. Communications Criteria
1. Cooperative 'relationship
2. Expressing ideas
3. Effective correspondence
4. Dictation transcription

F. Transcription Development
1. Recognizing problems .

2.Techniques improvement
3. Transdription aids
4. PunCtuation

CURRICULUM MATERIALS

Essential Materials
°Execurtive Dictation for Word Processing, Dictaphone 9Orpora-
tion

Supplementary Niaterialsi
Word Processing, A Comprehensive Training PrOgrfm for
Nord.Oriiinators and Trinscriptionists, ESP, Inc., to include:
teacher/ado, student workbook, library card kit, and swelVe
60-minute cassettes.
The Ail of Machine-Transcription) IBM, Inc.,

Audiovisual Materials ,

The follOwing audiovisual materials may be available at your film
center, learning resource center (LRC), or businese lab.
Films:

Word,Processing: Dictation _ Napoleon to Now
\What's It All About?

Worries and Wonders



EXECUTIVE TYPEWRITER OPERATION

DESCRIPTION
° Executive typewriter operation is a module designed to enable students to

'1 learn how to operate the IBM "Ex9ceitive" Ty ewriter. this*machitm features pro-
portional specing and many special keys a levers designed considerably im-

prove the image of the typed

PREREQUISITES

Beginning typewriting

LEARNING TIME

10 hours

OBJECTIVES

Given the appropriate instruction and materials the,student will be able to

1. Demonstrate)nderstanding of prOportional ,;pacing principles,
2. Display mastery of special Executive TypeWriter levers and controls

to incltide: Ribbon. Position Lever, Expandl_ever, Space Expand

Lever, l rietLever, and:Repeskoning Indicator.
. Demonstrate understanding and use of justification feature:for proper

right margin alignment.
4. Arrange problem copy on the Executive Typewriter to include:

businesS letters, tables, Manuscripts, and business forms.
5. 'Demonstrate Proper care of the Executive' Typewriter to include rib-

bon changi g.

4
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. IVIODULE,OUTLIJIVE

A. Introduction
1. Typewriter position

- 2; Tiling posture
Spacing and Shift Keys
1. Proportional spacing
2. Shift key and shift bck

C. Special levers, Keys, and Stops .

1. Expand lever
2. Typamatic keys
3. Tel? MOP
4. Symbol keys -

Beginning Exercises
1. Realigning copy
2. Typing corrections
3. Typing numbers
4. Vertical ,centering

Special Features, I
1. Partial carriage return
2. typing leaders
3. Centering columnar headings

F Intermediate Exercises
1; fyptipg cards
2. Per onalized touch control
3. Typing roman numerals
4. Typing outlines
5. Justification
6: Justification without a rougA draft
Special features, II
1. Page-end indicator
2. Multiple copy control
3. Impression indicator
Advanced Exercises_
1. Manuscript typing
2. Typing business letters
3. Addressing-envelopes
4.. Tabulation practices
5. Transcription practice
6. Timed writings

CURRICULUM MATERIALS

Essential Materials
Short Course For The IBM "Executive': Typewriter, IBM, to in-
clude 10 Magnabelts and teacher's
IBM Executive Typewriter Opera ing Instructions, IBM.
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BEGINNING HUMAN RELATIONS"

DESCRIPTION
, -

Beginning human relationsstresses the importance of hygiene and good
ofgrooming tolob.Atyxess. It also develops an understanding of and an apprecia-

tion for human rgiations as well as an understanding of oneself. It develops the
link between uman relations skills and communications skills.

_ , I
LEARNING TIME

)

,

10 hours

OBJECTIVES.

Given the appropriate instruction and materials, the student will b'-able to:
. i

1. Outline a pers al grooming program. .

2. Demonstrate nsitivity to sound human relatiOnships in the work en-
vironment.

3. Recognize and evaluate strengths and weaknesses of-one's per-
sonality. . ....

4. Recognize the importance Of good human relations for effective
communications.

MODULE OUTLINE

A . Personal Awareness
1'. Personal hygiene
2. Grooming and dress.

B . Understanding Human Relations
T. Definition of human relations
2. Development of human relations
3. Succeskikrough human relations

C 'Self-Understanding .

1. Who are you?._
2. What is important to -you?
3. Do you like yourdelf? ,

44. Do others like you?
5. Where are you- going?

D . Human Relations and Commtinications
1. Definition of communication
2. Barriers to gqod communication and human relations
3. The importance onbod listening
4. Official' and unofficial communication



CURRICULUM MATERIALS

Essential Materials
. t Human Relations in Business, South-Western

Secretarial Office ProCedures, 9th Ed., South-Western

/ Supplementary Materials
Sears Hidden Value Series, Sears, Roebuck Et Co. Free record and
filmstrip new.each year, pamphlets available for a small fee.
World of. Work Kit, Cooperative Work Experience or Career Infoe-

mation Center

Consult your human ecology department, health eduCator,-
cosmetology instructor, and the LRC specialist` for additional.
materials:

(\\ -Audiovisual Materials
The following audiovisual materials may be available at your film
center, learning re office center (LRC), or business lab.

Films
What Do We Look Like IN hers?
Person To Person-Making C mmunications Work For You
Miss Teen Finds The Look She Likes, Milady Film

Records
Gregg Secretarial Training Records, Set One, Gregg/McGraw-

Hill, Record #6, Side 1 Er 2.



ADVANCED HUMAN RELATIONS

DESCRIPTION

Advanced Human Relgions is designed to develop an understanding and ap-
preciation of an individual's relationship with fellow employees, employers and
customers. - .

LEARNING TIME

.10 hours

" OBJECTIVES

Given the appropriate instruction and materials, the student will be able to;
1. Recognize human relation traits that are important for employees.
2. Recognize human relation traits that are important to employers.
3. Recognize human relation traits that are important when dealing with

customers.
4. Develop workable solutions to human 'relations problems.
5. Describe the effect of human relations on morale in a business.
6. Demonstrate a knowledge of good human relations.

MODULE OUTLINE

A . Human Relations With Fellow Employee's
1. Being accepted
2. Observing rules ti

3. Carrying your own weight
4. bevelofilftg tolerance
5. Getting ahead while, getting along

B . Human Relations With-Employers
1. Understanding an employer.
2. What an employer-expects of employes'
3. Basic management styles of employers
4. What it'sdikeNto be an employer

Human RelationeWith Customers
1. Who is a customer?
2. The importarice of customers
3. Why customers keep coming back
4. How to deal with any customer
5. the customer always right?
6. "It's business, not personal"



cy RRICULUM MATERIALS

Essential Materials
Human Relations in Business, South Western, Units 3, 4, and.5.

Supplemehtary Materials
World of Work (kit), Cooperative VVork'Experience

Audiovisual Materials
The following adliovisual materials may Isiovailabie at your film
center, learning resource center (LRC), orrirusiness lab. -Films,

Your Job: Fitting In
Good Work Habits

Filmstrips/Cassettes
Effective Qffice Worker
Inter-Personal Development (advanced).
Job Attitude Series
The Changing Work Ethic

Other
Gregg Secretarial Training Redords, Sets 1 and 2

ro.
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INTRODUCTION TO BUSINESS

DESCRIPTION
-

Introduction to business is designed to develop an understanding of the every- i

day world of economics, labor, and insurance. It also develops the ability to select i
end use business goods and servicces and to 'manage personal business affairs.tGeneral math principles are applied'to I:, ctical everyday business and personal :

situations. In addition, an exploration of areers and the world of work will be

conducted.

LEARNING TIME

45, 90,. or 180,hours ) I

This course can be taught as a full.year course, two semester

courses with six units each, or 9-week courses with three units each
Teacher discretion should be used to select the modules.

OBJECTIVES
.

OIL

Given the apprbpriate instruction and materials, the student will be able to:

1. Explain the functions of marketing efficiency in obtaining and using

goods and services..
2. Decribe the rights and responsibilities of a consumer.
3. Relate and demonstrate the importance of keeping financial records

for personal and family use. .

4. Identify the Changing value of money and its effect on personal and

family budgeting. 7

Explaiwthe unctions of banking and4oney and the use of banking

services:
6, Expl4in the functiOn.and wise use of credit.
7. Identify the principles of savings and investing.

8. Explain the importance of available4corntnunication services

9. Describe the available travel services.

10. Identify the importance of various, Means of transportation in ship-

ping.'
11. Define and demonstrate economic citizenship thrOugh the study of

business and the economic environment:
12. Explain the nature and functions of business and its impact on every-

day life.
13. Describe how our economic system works, explain its problems and

demonstrate a desire to help solve those problems.

14. Identify the world of work and compare care% opportunities, career
preparation, and job success and satisfaction.

15. Compare the use of insurance protection ,to, the resulting economic

risks.

64
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MODULE OUTLINE

. Your_Economic World..
1.- Meeting economic needs and wants

oducing goods and services
3. Che ng.economic progress

B How Buein = -Serves the. Economy
1. What busineSiado
2. Organizing for business
3. Automating business activities
4. Measuring with \metric

.
. Looking at Career

1. Moving toward your career ,

2. People in the working world
3. Exploring careers in business

.
D . Being a Wise Consumer

1.. Your place as a consumer
2. Finding-consumer information
3. Becoming a smart shopper
4. Your consumer rights and responsibilities

E Practical Money Management
1. Deciding how to use yourincome
2. Personal money management
3. Family money management
4. The changing value of money

F . Using Banking Services
1. HoW banks serve you
2. Opening achecking account
3. Using pereonal checks
4.. How your cheOking account works
5. Making payments by other means
6. Cashing and depositing checks.

. Using Credit. Wisely
1. Meeting needs and wants with credit
2. obtaining a loan
3. Buyipg on credit
4. Installment buying
5. Keeping a good credit record

H . Insuring Against Economic Risks
1. How insurance handles risks
2. Insurance for vehicles
3. Home and property insurance
4. Life insurance
5. Health insurancensurance -

6. lnsurin for income security

58
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Saving and Investing
1. Planning your savings
2. Using a savings account
3t Investing in stocks and bonds
4. Investing in real estate

Moving Ideas, Goods, and People

1.. Communication and transportation
2. Communication by telephone
3. Communication by letter
4. Trarisportinti goods
5. How'Americans travel

K Govamment/Labor and World Tra,d
1. Government in the economy
2. Paying for government services
3. Labor's role in our economy
4c. Trading with other countries

. Stalling Your Career
1. Planning what you will do > 4

2. Entering the working world

CURRICULUM MATERIALS
Essentialntial Materials

General Business For Economic Understanding, 11th Ed.,

South-Western Publishing Co. 's

Gelieral Business For Economic Understanding, Actiifities and

projects, tests and exam_ipaikini, first and second semester (for

above text)

Supplementary Materials
consumer Education Resit:mime Materials kit; Geneva College,

"rDi. Stewart Lee (pmall fee)
Femily'Financial Management, 3rd Ed., South-Western (kit)

Forms In Your Future, Globe Book
Consumer Sense, Corohet
Learning Activity Package, Unigraph Products (Loose leaf lesson

sheets in,a holder: Advertising, budgeting, .comparison shopping, .

consumercontracts, consumer rights-and responsibilities, cre it,

financing and insuring a car,_housing, inflation, recession, and labels

on f6od and clothing)
Introduction To Business and Office Careers, McKnight
Exploratory Business, 6th Ed., McGraw-Hill
Introduction To Hospitality and Recreation Careers, McKnight

Real Life, Reading Skills, Schofastit Book Service
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.4.

.

Audiovisual Materials
The following audiovisual materials may be,available at your 'elm
center, learning resource center (LRCM, or business"lab.
Combined \audiovisuClie for Introduction to 'Business anclCcisumer
Economics

Films
Banks and the POor.
Big Day Tomorrow

. Consume. Education, budgeting
Consumer Education, Retail Credit Buying
Consumer Protection

-
'How to Buy a Used Car
I Want to Work For Your Company
Just Sign Here
Life Insuranac(set of six films)
Money and Banking
,Retail Credit Buying
The Buy Line
The Owl Wh Gave A Hoot
The Role of oney
The Story o he Wholesale Market
The VVisellse of Credit
This is a Cooperative'
What We Lo2k Like to Others I
Your Jab: Applying,FOr It

Finding The Right One
Fitting In
Getting Ahead
Good Work Habits

Your Thirtt Habits (2nd

Filmstrips/Casseftes'
'Automobile

ryContempo' onsumer Series, McGraw-Hill
Insurance on the Hcime
Money Managemept Series (set of 6 filmstrips)
Our Market Economy
So You Want to Use Credit
So You Want Wheels
The Exploited Generation
The Great American Sale

Other
Priorities, Decisions, Security (game)

,±1
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. JOB APPLICATIONS

DESCRIPTION

Job Application sovides experience in self-evaluation and techniques
necessary for seekiig a job, writing letter5 of" application, interviewing, and taking-

employment tests. z

LEARNING. IME

10-20 hours

OBJECTIVES

Given the apprOpriate instruction and mbteriats, the student "will be able to:

1. Identify perional assets and information.
2. Identify locations of possible job opportunity information.
3. Produce a personal' inventory, a data sheet, and letters of application

and- follow -up. :7" / i ,

4. Complete an application form, employment test, and a personal in-

terview.

MODULE OUTLINE

A . Salableik ts
1/. Person I inventory
2rData sheet °

B. .JOID\Oppiotunities
1. chool' placement office
2. Friends /relatives
3. Former employers
4. Prospective, employers
5i, Advertisements
6. News item's -4

.7. Employmantagencies

C Letters of Application/Enclosures
1. Answering advertisemente
2. No knovin vacancy
3. Ouyof -toWn,,positions,
4. Followup to verbal request

D . Application Forms ,

1, General information
2. Specific information

Personal Interview
1. Preparation
2. Responses
,3. Simulated i9terview

Or.

Q
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Eniployment Tests
1,

Z,General knowledge
p . Followup

1. Letter of thanks'
2: Request for results

'CURRICULUM' MATERIALS ,j%

'Essential Materials
Scope Visuals 13 Getting ApPlications Right, Scholastic Book
Service 9 . ,

How To Find and Apply for a Job, South-Western'
Supplementhry Materials .'

Secretarial Office Practice, 9th ed., South-Western, Unit 14, parts.
1, 2, 3, 4, plus supply inventory.
Clerical Office PiocedUres; 6th ed., South-Western, Unit 16;1arta,,,:*
1, 2, 3, plus supply inventory.
The Job You Want .How To,det it, K25; South-Western
Forms In Your FUture, Globe .Book
The, Job Book: Noir to Find .and Keep a Joh, SCOPE,job sheets
1, Scholastic'Book SeNiceS
Civil Service Testr,for Typists, 1969 ed.4,,McGraw-l-tilf

:. Intensive Clerk :al and Civil Service Training' K92, South-
,Western
Wthld of W It. Kit
Career I rmation,Series, McKnight, Cooperative Work Ex-,

_,penenc Coordinator

*Audiovisual-Materials
the folloWing audiovisual materials mhy, be available at your film
center, learning resource center (LRc), orbusiness

.

Films
Threia'Young Meh Job Intervievv
Three Young Women Job Interview
Your Job: Applying For It

Finding The.Right One
Choosing' a Job

Filmstrips/Caiseftes
How to Get a Job .

Careers in the Finding Yourself, Then Your Joe:,

The'school video-tape recorder.tie be used to, film interviews6
and then play back for emphasts. ,



DESCRIPTION

KEY TO CARD

Key to Card is'designed for students who have basic typing skills which will be

applied to computer data preparation. 'Emphasis is'placed on exercises in card-'

punch control and operation.

LEARNING TIME °'

20-46 hours

OBJECTIVES

91'

Given the appropriate instruction and materials, the student will be able to:,

1. Explain in general terms the relationship of the keypunch to'the corn-

.pixter.
2 Describe the procedure necessary to punch cads.
3 Operate a keypunch 'machine to accurately andefficiently punch

cards.

UTLINE

Von,. tO7A1441-gey

unc Control Commands

Keypunch Chareorstics
for ISeYRunch 0peretion

E Keypunch Exercises;''

CURRICULUM MATERIALS

Essential Materials
Keypunch Training Course, Kit plus Workbdtsks,
South-Western Publishing Co., 1975

Audiovisual Materials

Bux, 3rd ed.,

The following audiovisual materials.may be available at your film,
center, learning resource center (LRC), or business lab.

Jobs in Data. processing (6 sound filmstrips), Goronet, Chicago; IL
:77



DESCRIPTION

Key'to disc °data entry is designed tor students who have basic typing 4kills
which will be applied to computer data entry..Computer-supported screen for-
mats facilitate this rapid data entry. EMphasis is placed on .exercises in file crea--

n and record 'addition and deletion."

LEARNING TIME,

20 hours ,

Given'the ppropriatelnstruction and materials, the studeht will be able to:
Explain in, general)terms the relatioiship kthe computer to disc
files.

2. - Operate a terminal (CRT or. TTY) to retrieve and execute 'a data
entry. v

3. Describe in general terms the structure of a:diac file.
4. List the pfocedures necessary to establish a disc file.
5. List the procedures necessary toloidate an existing disc file:.
E.' Efficiently enter data at high speed):

MODULE OUTLINE - .

A . Intrbduction to ComputIr Supported .Disc Files
. Coinputer Control COmmands

C . Terminal Characteristics
D . Data Entry Exercises for. Establishing, Disc Film and for Updating
E . Structure of- Disc Files -

F . Computer Programs for. Datalfifry

CURRICULUM. MATERIALS

Essential Materials
Contact ur regional computer edUcation specialist
Audiorr ua1 Waterials .

404

The follovving audiovisual materials may be available at your film'
center, learriing .resources centel (LRC), or business lab.
Jobs in Data Processing (6 sound filmstrips), Coronet, Chieago, IL
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MACHINE TRANSCRIPTION

DESCRIPTION

Machine transcription is a word probessing "output" system designdd to
speed nit:: transferral of ideas to typewritten communications. This course pro-
vides the.fundamenthl knowledge and skills required for use and opefation of
transcribing machines in the preparation of typewritten copy. The student will
transcribe from recording machines.using a typewriter.

PREREQUISITES

1. Knowledge and skill in the use of the typewriter. .

Knowledge of various busiriess documents, styles, formats, and typ-
ing procedures.

3. Skills in the language arts.
4. Basic skills in' proofreading.

LEARNING TIME

20 hours basic
'40 tiourss'"advanced )' t

OBJECTIVES
'Given the appropriate instruction anel materials, the student Will be able to:

1. Prepare the tpAnscriping unit for use.
2.... Transcribe directly from the transcription unit, using a typewriter.
3. "Prepare the following business material in mailable form, using the

transcribing machine:
a. bne- and two-page.letters in appropriate styles..
b. Manuscripts
c. Office forms

4. Edit a typed rough draft, using appropriate priiofreader's marks.



MODULE OUTLINE
A . Intro

°

Busihets- COmmuniCati4hlid the Dictating
C . The Dictating-Transcribing Machine
D Skills and,Secretarial-Practice-

. lY

General Business Communication

Secretarial Development

Communications
1. Transportation
2. Advertising and publishing
3. Government
4; Education
5: Banking and insurance
6. Data processing
7. Medicine
8. Law
9. Automotive industry

10. Science and erigiheering
11. Social service and welfare
12. Metalsindustry

Machine SysteM

CURRICULUM MATERIALS

Esstential Materials
.*One of the following three progra s may be used:
Secretarial Practice Course, Dic phone Corporation, to include:
teacher guide, student workbook, nd individual secretarial course
cassettes.

Transcription Skills for Word Processing, IB Inc., to include:
teacher guide, student guide, and 34 prerecorded in nabelts.
Word Processing, A Compreheinsive Training P gram for
ii/Ord Orginators and Transcriptiorilsts, (advanced) ESP, Inc., to

i libraryinclude: teach ero gu de, student workbook, libra card kit, and
twelve 60-minute cassettes.

Supplementary Materials
Word Processing, 1977, Prentice-Hall

,



MAG' TleTAPE SELECTRIC TYPEWRITER
(MTST) OPERATION

DESCRIPTION)," -
-

.

MTST operation is word processing "output" system designed to peed the
transferral 'of ideas t, typewriter cdmmunication. This unit of ins uction is
designed to provide the knowledge and skills of operating the MTST by the inT

termediate and advanced typist.

PREREQUISITES

1. Knowledge and sill in the use of the IBM Selbctric Type riter.

2. Knowledge of various business documents, styles, forma and typ-

ing procedures. 0

3. Skills in the language arts.
4. Skills in, proofreading and pang.

LEARNING TIME _

25 mars One Tape ,Station
45 Miffs -- Two Tape Station

/

OBJECTIVES
a

Given the appropriate instruction and materials, the student will be able to:

1. Operate all functions of the.MIST to include:
a. Record and playback
b. InstAllation and removal of taps
c. Coding a\
d. Line returning, underscoring, and centering

e. Batch recording
f. Revision of material in play mode
g: Play and transfer two statioii only
h. Revisions. in adjust Mode

Transfbr in adjust mode - two station only
j. Record and playback text and indented materials
k. Record and playback projects of morepan one page

2. Produce mailable documents efficiently and,productively.
3. bemonstrate skills and knowledge ifi processing a variety of business

documents whicfi can be transferred to other keyboards with

magnetic/memory technology.
Demonstrate proper care and maintenance of the MTST to cinlude

ribbon changing.
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M6DULE OUTLINE

*Thisoutline can be used for either the one -'or two-tape station training by
simply observing the asterisk (*) which indicates training for two- station only. a
separate manual is available for each training program.

. Introduction to Magnetic Tape Selectric Typewriting
1. Typewriter
2. Console
3. Capabilities and limitations ,

*4. One Station and Two Station
B . freiiieW of the Keyboird
C . Record and Playback
D . Revision in Play.
E . *Play Transfer,
F Revisiont-Ffi, Adjust

.G . *AdjUst Transfer
1-I . *Tranderring a Secopd Time
I . *Copy Revisions

°J Ttxt and Indented Materials
K . PiOjects of More Than One Page

CURRICULUM MATERIALS

Essential Materials
IBM Magnetic Typae Selectric Typewriter, One Tape Station,
IBM, Inc.
IBM Magnetic Tape Selectric Typewriter, TWo.Tape Station,
IBM, Inc.
What Happened?, Pamphlet, IBM, Inc:

Supplementary Materials
Word Processing, 1977, #93650-4, resource text_

Audiovisual Materials
- .,

following audiovisual materials may be available your film
cent , learning resource center (LRC), or business' lab.
Films:

Word ProcessingWhat's It All.About?
Word ProcessingWorries and Wonders
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MARKETING CAREERS

DESCRIPTION

Marketing Careers is designed to assist students with career planning by pro-
viding situations for exploration of the increased opportunities in servicce
businesseS.°The course stresses self-assessment, identifies rewards and satisfac-

tions from work and employer expectations, examines distributive industrieg, and

assists students in selecting a career field aligned with their interests and
:aptitudes.

LEARNING TIME

20 hours

OBJECTIVES

Given the appropriate instruction and materials, the student will be able to:

1. Identify the needs, rewards and Satisfaction in work. 'E

2. Identify what empl4ers expect!from workers irservice industries.

3. Recognizthe economic importahce and gront prospects in each
service industry.

4. Describe the important aspects pf-ealch service industry.
5. Evaluate -personal ',Wrests_ and ,prospects for success in each service

industry.

MODULE OUTLINE

A . Chances for Success in Ma\keting

B . Job Choice`aFrd Your Employers

C . ApParel and Acc ories

D . Home Furnishings

E . Autipotive- Industry
F . Food Marketing and F d Service

G Jjardware, Building-Ma erialq, Farm and. Garden upplies

H . Marketing %Iry

I Finding Jobs in eting

4

z

24



CURRICULUM MATERIALS

tial Materials
Careers Marketing,r2nd ed-McGraw-Hill, 1978

AutiosIvIsual Materials
The following audiovisual materials may be available atiyour film
center:learning resource center (LRC), or business lab.;
Films:

Career9 in the 70's, Doubleday
Choosihg a Job
Hey, What About Usl, Indiana Uhiversity
Is a Career in the Service Industries for You
Listen, Listen
Making It in the World of Work

c

1/4

<
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IBM liEMORY TYPEWRITER OPERATION

DESCRIPTION

IBM memory typewriter operation is a word, proCessing "output" system
designed to speed the transferral of ideas to typewritten communications. This
module of instruction provides in-depth training on all funCtions and procedures

of the IBM memory typewriter.

PREREQUISITES

1. Knowledge and skill in the use of the IBM. "Selectric" typewriter. °
2. Knowledge of various budness documents, styles, formats, and typ-

ing procedures.
3. Skills in the language arts.
4. Skills in proofreading and editing.

LEARNING TIME

4:24 hours (See individu'al modules)

OBJECTIVES

Given the appropriate instruction and material's, the studen/ will be able to:

1. Operate all functions of the IBM memory typewriter.i Produce mailde ocuments efficiently and productively.

3. Demonstrate skills and knowledge in processing a variety of business

documents which an be transferred:to other keyboards with

magnetic/memory technology.
Demonstrate propercare and maintenance of the IBM memory

tipewriter to include ribbon changing.

MODULE OUTLINt
There are four skill levels available to beiconsidered itt training an operator on-

the IBM memory typewriter.

Module #1Acquintance Level 4 hours

A . tafsie-Functiors From the Training Manual
1. Typing a

2. Playback
3. Stbring

Recalling
5. Revisions
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Module #2Basic Level 9 hours
(Includes Module #1-4 hairs)

A . Basic Functions (Module #1) Training Manual /
1710 . Logging and Filing, Part II, #1, 'training Manual

C Repetitive Letters, Part II, #5, Training Mantua'
D .. Practice, Sample Projects, Unit I, so

Module #3InternAdial Level 15 hours

.4

(dequate for entry level jobs) (Includes Module #174 hours)
A . Baffc Functions (Module #1) Training Manual
B . Logging and Filing Part II, #1, Training Manual

Repetitive Letter Part II, #, Training Manual
D . Mujtiple-Page Projects, Part II, #2, Training Manual
E . Tabular Proj2cts, Part It, #3a, Ttaining Manual
F . Practice, SaMple Projects, Unit 1,',SD

Module #4 Advanced Level 24 hours
(Includes Module #17,4 hours),

A . Basic Functions (Module #1) Training fVlanuolo
B . Logging and Filing, Part II, #1, Training Manual
C . Repetitive Letters, Part II, #5, Training:Nthnual
D . :Multiple-Page Piojects,. Part II, #2; training Vanual
E . ,Tabular Projects, partll, #3a,,Training Manual,
F . Decimal tpulation, Part II, #3b, Tyalning Manual

. Standard Parageaphs, Part'll, #6; Tiairtind Manual
_ .

K,. Iiidented-Materiar$,Pars #4, Training Mantra'c.

I Reverse\IndeXi part #7., training Manual
J . Prabtice,ISampl4e7Projects, Unit I -SD, IISD
CURRICULUM MATERIALS.

sential Materials
( \ IBM MemoryTypewriter Operating Ina/ructions, IB , Inc.

IBM Meinory Typewriter Sampla Projecte, IBM; In ..-

'IBM Meinory Typaw t tail'ealler'p Guide,1BM, Inc!,
, .Supplthentary Materials

Word Processing, 1977, #93650-4, resource text
'Airdiibviswy Materials , . ...1

-..
: .t:s

.11416
:-thefoilowing audiovisual mateas. y be available at your film

1

:center,iealning resource' cenfer. (LRC), or business lab.
Films: 1 - ,. -,

,Word Processings,=VVhat's It All AbOut? i k i
Wo d Procestn1Worri_,and Wonderq /- t.

.1

).72

I



_ .

MEPCHANDISING

DESCRIPTION.'
,

r (

he; I, /
Merchandising is desig to acquaint students with buying and wicing /1

'functions of merchandising/These-functiOns include planning, ways to get itie'\,,
d

right merchandise to customers at the right time, at the right place; in the right
. -0amounts, and at the right prices. ef t 3,..,

LEARNING TIME

20 hours 2

. .

VBJECTIVES * ,

./ ) v

Given the appropriate instriction -mateAals, the student will be able to

1. -Identify the, positions withi a firm fWat include the seven4unctions
,

a'
,

of buying. --,,
. ). k1/4 II_

Specific2. I. Identifying the' ecific activities associated ith_each buying func-'
tion.

3 Identify and diff jentiaee between unit control systems.. '
.) 4. Identify the factors considered by a buyer-in setting retail: prices. s-,

5.. pentifyihe\pricing technique that would 'result in the Pargest, volume
;

N .; , 4of sales fOr a given product. ..)
6. Determine the latest trend-.irOmarketing a Specific peciduCtpr serums.

IVIDDLILE OUTLINE / ' (

A . Merchandising as a Career

):
1'

i

B . -"Tanniipg for Profits ' #

'C . 'Controlling the Budget Through Pnit ContrOl

. :Choosing the product and Timing the Purchase

Choosing the Vendor end,negOtiaTing the Buying C9.mract

Ir

.
k5 Pricing- Strategy .

. , ,

Controlling-end: Stack.-- _,.. __.,-: ,;-:----'
,, ,;_..,:.7.---,-,-- I. ..,.. .

H .1 Seilingand F5rom trthi, cchar kdisC -

I .- Merchandising: Policies, PrOtices anti7,13 " :...-,

CURRICU,LUM MATERIALS .'- , -. . _.if
.

.1 ._. --,,
1'

Esstentia Materials
_ ..

Merehan ing, 2nd ed.,.1978, McGraVv-Hill, #
Inc.

r

Audiovisual Materials
The following audiovisual rupterials may be available at your filth
center, learning resource center (LRC), or busineis lab. -,.

Films
The Story 61-The WhOlesale IVa t

..Wptit Is A Corporation? _Pt

is A'- Career In The Hotel Or Motel Business- For YOu?

73
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OFFICE SIMULATIONS
, , I,.,..P

DESCRIPTION

office Simulations, not to be confused. with individual student simulation's, are
designed.

6'i
to give an opportunity to the actual flow,pf work in arfof- ° l'

-,.-fice. Students areable to perceive the iMportance of inendividual position's and , a
i how they-relate to the whole office structure. Interaction among the student

"emplOyeesu'is iftwortant inipiving them,experience-in learning how to deal and
w©k with othe7eople. Organization of time, deciiion-makihg with regard to .

work priVtie; a d neat and correct work are stressed.
. ., y.

LESTER TILL OF CE SI U TION
.

,
3m ,I

.This 4510 hour pffice si mula 'on accommodates 6 to 3getuderft, s. Asudents ,

.assume a variety<kf office jobs i a fictitious'company, they develop and apply a
'wide range of clerical skills, ac uire a broad rangeOf occupational experiences
by rotating through efferent (:) positions and departm nts, and undergo
,realistic patterns of into ction with h one anoter; just as office workers do on the .;°

's.' The sjob. Thimulation alio familiarizes studerits with the standards .and behavior ex- '
pected of thern:jri busines and serves as dri ideal tranSipqn fro classroom to of-
fice. , '7, .

,

...\
. ,

.1., ,,f vs t

A Lk CARTE ENTERPRISES, 2 , -:____

41 `4: ' re

'

<'
andThis 45=90 hour advaficed module office sithulatiorris;designed to refine and

integrate hicretarial and clariCal skills 'arid general office procedures. Accom=
, , -.-A

, modating f Om 6 to 15 students, it offers. Opportunities for interaction.Withrn a
4 realistic b siness setting: Rotating- through-7a variety of responeible_office, posi:

. ,

tions, etu ents learh t evelop'tfie dedsion-making, organizational, and human::
. reltitions skills essential to a stkcceSsful career. A knowledge' of s

'1/4

nrtthan
cl.

for
?handling the secretarial office positions is recommended but nbt- sse ipl.

, i ,, ,, 3.-.) .
ol,

LEARtellilida-TINIE°

, 45-e0hours'a

- !



OBJECTIVES
'GiVen the apprOpriate:instruction and meter' Is;the student will be able to

Apply business knowledge and skills t various office activities.'
Perform vaiioui tasks available in a mo erli business office.

3. Demonstrate an underdtanding of the' ork flow, process found in a

typical business office. ) ,
Demonstratesanjunderstadding of company - organization and general
pOlicies fund in a typical bus'nasg office. 1

5. Apply effective communicatiakkills in dealing with other office'
employees dwell as customers. 1*

6. . DisplaY,a betteTtAlerstanding of the,cthpisionmaking process with

regard to work priorities. . .

7. Petect and Correpicerrors'Inre the informpiion is disseriiinated,

. CURRICULUM-MATERIALS
ll

1.,,Eselentiel Materials -
,

. ,AvreHr-41D10ffice Simulation, Supply Rooni, #35462-6,

.K?awiti/McGraw-Hill. Toirictude''EmRioyees-Guidei,#35461-8, and
Employer's-Guide (Teacher Manual) #364634

A La Carta' Enterprises, 1976, FlleiCabinet, #71182 -8,
Witheiew/McGraw,Hill. To include Office Manual, /54266-4 and
Administratiye Manual #54267 -8.

A La Carte Enterprises, TelePhpne 'Input teasettes,
ti87620-7, .

#6"4



PROGRAMMING iN BASIC

Procirammihg in =BASIC provides a knowledge of data processing from the use
of a terminal to understanding that programming:is growing increasingly impor
tant at all levels of business. This beginning programming in BASIC course uses.
the computer to solve typical business properris. As Students learn BASIC, r-
business-proceduies are studied.

LEARNING TIME

:90 hours

OBJECTIVES

Givv-the appropiiate instruction and materials,-the studeht will be able to
1. Explain the steps. 'required to run a BASIC program on a'computer.
2. Operate a' terminal (CRT or TTY) to ball _op and.executeia library pro-

gram.
3., Describe in general terms ho\iv a computei-works..

r
4.- Define the appropriate computer term
5.- Llsithe sequencd of events inVolved in using a computer to solve a
40
4 busirieseproblem. \-cr ,

6. Create a flow,ohart outlining,a program to be written in BASIC:
7. Write and run a computer program in BASIC.
8.. -"Demonsfrate an 'awareness of job opportunities in'the field of infor-.

ruatiOn processing.

MODULE OUTLINE

A Introduction to the -pogipbtez,SyStems and:
B BASIC Progiam Elerhents a Structure

o
C Flow. charting Procedpres

D . The\Cornrriands END, PRINT,and REM
E . The Commands READ/DATA,':RESTORE, end INPUT:

v

/ .
F . The'Command LET

The. Commands .GOT TO, If /THEN
H The.Cornrhands:FOR/NEXT

Subscriptet Variable and'DIrtil
. Functions and Subroutines
. String Variables

. PRINT USING arrd TAB
AVI . Data. nab .

Case Appl!capon, Problems.-and-Programming- Projects v.



'CURRICULUM MATERIALS

Essential Materials .
prograniming in BASIC for Business, Bosworth and Nagel, SRA,

1977 -

A GUided Tour of Computer Programming in BASE,- Dwyer
and KarYrnan, Houghton Mifflirl; Boston
noW. Charting, McQuiff and Harness, Houghton Mifflin, Boston



RECEPTION AND COMMUNICATION SERVICES

DESCRJPTION

,The flecePtion and Communications Services area-is designed to familiarize
students with telephone procedures, handling of incoming and outgoing mail,
format for telegraphiC communications, and techniques for communicating with,
the public.

DARNING TIME

30 hours

OLIECINES 41

Giyerithe appropriate instructions and materials, the student will be able to

1; Demonstrate what constitutes appropriate behavior in relation to
business-associates. '

2. Demonstrate that -a respect for the individual, a helpful disposition,
and a belief that people appreciate cooperation and courtesy are all
important attitudes fin meeting the public.

3. Differentiate between written letter sent via the ostal service and'
messages sent almost simultaneously using the telephone; telegram,
or Telex equipment and when to use each type. '-

4. Answer the telephone courteously and attentively.
Describe the range of telephone:services-available,,thSrate.strUcture,
and where to find infoitation in the, telephone directory.

,O. Describe the, various postal .services available and'whers,arid how to
find this information. -

7. Handle incoming and outgoing snail promptly and carefully-'
-8: -.Select the most efficient and economical method of mailing. and/or

shipping. .

9. Assign priorities to iricdning and outgoing mail.,



MODULE OUIL1NE/
A . Meeting the

1.eceiving callers
2. Oral 'communications in business

. Using CornrnunicatiOnOn Business
1. Handling incoming calls
2. Handling outgoing calls
3. Using special equipment

a. Switchboard
b. Touch:tone telephone' .
c. Key-telephone
d. Speakerphone
e._ Automatic dialing telephone
f. Mobile telephone..

4. Using special services
a. Special long-distance Calls -1
b. Teletypewriter service
C. Domestic telegraph service,
d. International. telegraph, 4ervices.

Using Mail and Shipping Services
1. Handling incoming mail
2. Handling outgoing"rnail s
3. Vojume mail
4. Air and surface shipping

CURRICULUM MATERIALS

Essential Materials
Tie

e

RecelitiOnist, South-Western, (offiee job simuiation) May be:
used as a substitute for the nodule above)
Clerical Office ProcedUres, 6th ed., 'South-Western, Units 5,-6,9,
plus supply inventory. .

Secretarial Office Procedures,. 9th ed., South-Western Units 7, 8,
9, plus supply inventory.
Intensive Clerical and Civil Service Training, 5th ed., ,South -
Western, lessons 2, 3, and 4.

Audiovisual Materials
The following' audiovisual materials may be available at your film-
center,learning resource center (VIC), or business lab.

S.

Fifirns
A Manner Of Speaking
If An Elephant Answers . t
Invisible Diplomats- s

Person To Person Making Communications' Work For You

s ,



..

Filmstrips /Cassettes
Effective Office Worker

... Other - ,

Telephone Techniques for Th6 Secretary (27 slides and casset-
tes)

-'
tes) ' .

Secretarial Training. Records, Gregg/McGrdw-Hill



RECORDKEEPING

DESCRIPTION

Recordkeeping is designed to acuaint students with the many, aspects of
creating and processing accurate records in'the areas of cash receipts, payroll,
cash payments, accounts receivable, credit accounts;': collections, petty cash.
funds, and banking. Students are provided with sound preparation for business
careers and an excellent foundation fog further study. Recordkeeping should not
be equated with accounting;.it is not designed to replaceaccounting nor is it a
simplified accounting course.

LEARNING TIME
esi

90-180 hours

OBJECTIVES

Given the appropriate instruction and Matenals,,the student wilt-be able td:7
-

1. = Identify and classify basic business docunfanti:
2. Describe methods and procedures-used in_recordkeepinb for -business

and personal use ---_«

3. Identify and describe the following recdids:
_ `30a. CaShier

b. Petty cash
c. Bank statement °

Retail saled
e. Purchw.end stock
f: Whbresale sales
g. Payroll
h. Receipts and payments

Budjet
4. c. Apply the basic clerical-eomputational skills comMon, da the record- t

.'., keeping required in such office and sales occupations cashier,
sales clerk, stock clerki payroll clerk, owner, of a smallIdusiness;i
general office.worker, posting lefic, and other entry-level clerical
positions. . i ': a .

,
-. . , ....t' ,.. i.°1" ; --

,:. t ' - ... < .
f 0 --- .,., ..:"I' '6 '' , .. p ,



MODULE OUTLINE
(First Semester)

A . Introduction to Recordkeeping

B . Basic Skills .

C: Cashier Records
D . Banking Records

E : Petty Cash Records

F . Personal Records

G . Retail Sales Records

(Second Semester)

A . Purchasing Department Records

B. Wholesale Sales Department Records
e C . Payroll Departnient Records

p . .Small Retail Business Records

(Business Lab Module-45 hours per module)
A Cash Records

B . Wholesale and Retail Sales Records

C . Payroll Records
,

D . Small Retail Businesses and Purchasing Department Recorcls/.
,,.

CURRICULUM ATERIALS'
V 'Essential Materials

, -.:..,PractiOal Recordlcimping, 4th ed., SouthMestein
.0. . .

. Working papers and supplementyproblems for Practical Record-
to k6ePing, Units 1-6 and 7-10; test -...,duth-Western -''

. - -

''' : 'J 'Geneial ReC'ordk'eeping, McGraw- ill

Supplementary Materials
Essential Business Ftirms*nd let Rowe

raw-:HillModel Office Practice, 2nd -ed,
Open Road Cyclery, South -We (practice set)
Business Simulation Set, ESouth stern 46., : k
Family Financlelpanagement, South-.West" (practice. set)

,

Projects in Clerical RecordkeePing, SqutIWestern
Village Garden Center, Pegboerd Payfoll.SystemSouth- 1j,

Western - . ' . ..':c.., c.. ar,

HousiOn House, Gregg /-McGraw -Hill (9ffiee simulation ntral HI ',,

Office Supplies, Employees Hapthibokipr above
Clerical 'Office Pro6edures; 6th ed., South-Western
Secretailal OffiCe Procedures, 9th ed:., South-Western;'

-v;.,
6. . . !

r

1.

a.,

, .



Audiovisual Materialii
The folio §kauaiovisuat materials may be available at your film
center, earning resource center (LRC), or business lab. -41

RImstrips/passeftes
Unaerstanding the. Metric System (3)

J":,...

P -
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RECORDS MANAGEMENT

DESCRIPTION
0.

Records management develops" knowledge and skills in the use of various fil-
ing systems and methods of recordsvocintrol. The student IS introduced to the
alphabetic, geographic, numeric and subject filing systems.

LEARNING TIME

- .20-45 hours

OBJECTIVES

Given the appropriate instruction, and> materials, the student,will be able to:

1. Demonstrate the systemS for alphabetic, numeric, subject, and
gebgraphic filing.

2. Identify and use various reference books.
3. Describe the types of equipment for card and correspondence filing

systems.
4. Apply skills to fundamentals of record control and filing.
5. DeScribe the mechanized and electronic phases.of HAI and records

control.
6. Define the procedures of maintaining and improving Ming. systems

and recognize the importance of records management.

MODULE OUTLINE P

A ... filing and Finding Business Records"- 1i

1. Nature and scope of alphabetic filing
4..

2. 41ptiabetic indexing of personal names
3. Alphabetic indexing of business and geographic-nameS
4. Alphabetic indexing. of 'names and organizations, government agencies,

`and subjects. . %

. Alphabetic Correspondence Filing,
1. Alphabetic 'correspondence filing

t, -02; Requisition: charge, 'and follow-up control
. 3. Transfer and storage controls
.4. types' of alphabetic filing systel-ns

. .other Filing SyStems and Procedures
1. Geographic systems and procedures,

, 2. NtArnekc iysterndsand procedures

.. D . Recbrds Managtrriell
3: Subjec syttem4,atd procedures

t ..

.1. Card records and systems - ,. .., .

. .
, 2: Equipment ysterins in records. control
e Data proCessing and microfilming.

,-....:,.
., 4. Maintaining and jrnproving, records control s tems bl.

. t4,
:,, 1C* , . .. i

. A i '., 1 , ).1i4. ': 42;"!Jo 6 .
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CURRICULUM;MAYERtALS
Essential Mat4nals 84- L'e: -7

Buainest! Filing and Records Control, 4tti ed., Bassett and Good-
man, South-Westetn Publishing Co. t -

OM* Filing Procedures, Bassett and" Goodman, South- Western,
Publishing Co-.

Supplementary Materials
The Gregg Reference Manual, 5th ed., Gregg/McGraw-Hill
Intensive Clerical and ptvil Service Training, 5th ed., Fisher,a

South- Western Publishing Co., Part IV, Sec. C.
Clerical. Office Procedures, 6th ed., PasewarkAOliverio, South-
Western publishing Coj
Secretarial Office Procedures, 9th ed., Oliverio/Pasewark, South
Western Publishing"Co:
Dictionary

Audiovisual Materials
The following audiovisual Materials may be availablle at yorur film
center, learning resource center(LRC), or business lab._
Business Filing, Filmstrip, Coronet

6
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. - 4,

_ REPFlOGRAPHiCS --'4"-'

.
.. :

bESCRpTIOAI
. - - &

. .- -
i

Reprographics id the reirm,vrtlich r toiall' duplicating and co spro,
_,. cesSes. This codrie _erophaii,iee, the follow:11g, reprographic ptoceres: ph

copiring, fluid duplicappgstencil Ouplicating,,and offset uplic ig. J
. .

LEARNING TIME

3-45: hours (see modules) .,,

OBJECTIVES ,

. .e.--- ..
,..

Given the appropriate instruction and mbrerials; the studt,INI.be able to: ,--

1. Select the appropriate-duplicating,rnethodli,ased-iiiWcolt mek:
irnurn effiCiency and number of copies reqThred.

j,.4- '",

....,:`

2. Prepare masters for duplication:
-..

I 's 3. Operate each machine using proper technique's to obtain optimum
clarity. 't,

0.., -

4.
%

Perform necessary machine maintenance.
-, 17

PROTOCOPIER MODULE OUTLINE.. 3 hours.
; \ ..

A . T e of Copiers L

1. lectrestatio
2. I frared :.,..-

B. PI the Job . -,
1. Assemble the supplies
2. Plan the layout
Prepare the Master

Copy'Production
1. Prepare machine
2. Run copy '.

3. Place machine in inoperative position
4.. Clean work area ,- t

t

#

.c

86
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31.11.11Dijli CATING gAQIDULE OUTLINE

. featur of Stencil 6uptliate142.,-(1

B. Plan the ob
1. Ass l'e theeupplieS
2,Pla he layout :
31. Pr pare typewriter

10 hours

. Prepahe the Stencil
1. Correct errors
2. Proofread

Copy. Production - -

1. Prepare 'machine
2. Run Copies
3. Place 'machine in inoperative position
4. Store or discard stencil

E Artwork
Astembte the supplies and equipment

2. Prepare a guide copy
.3. Prepare stencil
4. Prepare Machine
5. Run copies
6. Place/machine in inoperative position ti
7._Clean work area

Store or discard stencil

4

Pa



A.

LICAfiON MODULE-01JTLINE. 20 hours

Features'cf Offset4licator
Plait,the Job
1. A-Saeriible the supplies

<2. Plan the layout
3. Prepare the typewritgr

'. Prepare the Master
1.' Corrections
2. Proofread

. Operate the Duplicator.
1. Assemble supplies
2: Prepare duplicator
3. Duplicate copies
4. Offset clean -up'
5!Place the duplicator in inactive position

. Artwork
1. Assemble the suppliet and equipment
2. Prepare a guide copy
3. Pi.epare a master
4. DUpficate copies

=5. Clean-up
.6. Place the duplicator in inactiiteopositioo

CURRICULUM MATERIALS

Essential Materials
Duplicating Machine.Processese,2rid eci ,e.South.Western

. Expendable Supply Pick for AB DICK Offset Duplicator Model 330'
or Model 326, AB DICK,

Expendable Supply Packe for AB DICK Electrosetatip rier, Model-
675, AB DICK

-Supplementary Materials
Clerical

a
Office Prqcedures, 6th_ ed., South - Western

Secretarial ()Nice Pioaiddies, 9th ed., South-Western
Graphic Communication, McKnight

Audiovisual Materials .

The following audiovisual matlerials may be;available at your-film
center, learning resource center.(LRC), or business lab.

FilMstrips/Casseftes
Offset Printing:

Preparing the Direct:Image Master
Operating the:AB DICK,3 6, Part .1
Operating.the AB DICK 3 , Part 2

.;'



Sales is designed to prepare sf1dents with' skint necessary for selli bs. The
course defines selling, gives an overview of how -a sale is made, identifiepuyirig
motives; stresses product knowledge, and explores the selling process in depth.-

. .--

LEARNING' ME
20 hout4

OBJECTIVES-

Given. the appropriate instruction. and materials, the student-will be able to

1 Identify the qualities of a good salesperson.
Identify and define five stoges.of a sale.

. -oefine the rr4jqr buying motive.
4. Demonstrate a knowledge of the selling process.

MODULE OUTLINE

. , Why: Selling is important

B. 1 -low "a Sale is Made

. Understanding Prospects and Customers

D Using Product Knowledge

E Beginning the o 4
10

F . Making an Effect ve Dembnstration _

-G rcoming,SalesTiesistance

H sing the Sale, le.
Building :a Sales Personality

CURRICULUM MATERIALS

Essential Mateiials
Basic Selling, 2nd ed., Er'nest
Hill, ,1978

Audiovisual Meterials

an&Dorr, Gregg DiOsion McGraw-

The following audiovisOul materials may be available et ;your film
center, ledMing'resotirce center (LRC), or business

Films:
.

Is a Sales Career, for You?
Why bo Ybu Buy?
Qaree'rs in the;g0's, Dobbleday

$



SUPERVISORY SKILLS

DESCRIPTION

Supervisory skills provides_students with an opportunity'to examinein depth
the job of a supervisor. it also helps them develop thost competencies needed to
plan and organize work, train and evaluate employees. and -serve as a corn -.
munications link between management and employees. This -course should be
taken in conjunction with Advanced Human Relations.

LEARNING TIME

25 hours

OBJECTIVES

Given the appropriate instruction and materials, the student will be able to:
1. LiSt the various types of business organizations.
2. Describe the role that sound management principles play in the suc -.

cessful operation of the various types of businesses.
3. Explain the importance of-business ethics.

List various duties of a supervisor with respect to managerial duties
and non-mangerial duties.

-b. List and explain elern#ents of effective leadership within. an organiza-
ton.

MODULE OUTLINE

A . Supervisory Responsibilities .

B . Job Satisfaction
C . Setting Goals

D . The Decisionmaking Process
E . Training an Employee

F . Conducting Meetings
G . Supervising an Employee

H . Building Morale-

90
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`CURRICULUM MATERIALS.
Essential Materials*.

T

1:1

Supervisory Skills In Marketing, Lucy Crawford, dcmipational
Manuals and Projects in Marketing-Series, text-workbook, McGraw,
Hill.

Supplementary Materials
ReforenCe ihe.followinp modules:

Orientatioh to Business Careers
'Marketing-Careers
AdvancedHuman Relations
Sales
Advertising

- Merchandising
Dictation Techniqbes

Audiovisual Materials
Thefollowing audiovisual materials may be available at your film
center, learning resource center (LRC), or business lab.

Films
I Want To Work For Your Company
MoneysAnd Banking
Retail Credit Buying
The Role Of Moneyh
The Story of the Wholesale.Market
This Is A Cooperative
What We Look Like To Others
Your Job:

Applying For It
Finding The Right One
Fitting In
Getting Ahead
Good Work Habits

Filmstrips/Cassettes
Our Market Economy
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BEGINNING. SHORTHAND

DESCRIPTION' .

Beginning shorthand Is designed to help a student become corn petent in
skills; knowledge, and attitudes which enable enjry into initial stenographic posi-
-dons or to use these cOnip,etencies as a basis for further instruction in a third and
fourth' semester. Beginning shorthand introduces theofy, dictation, and practice.
The course includes brief forms, phrases, punctuation, and business vocabulary
building. Students Iii no elect beginning shorthand for the purpose of acquiring.a
skill to be used as.a Vocational tool should demonstrate a sound background in
English, skill in typing, a keen. interest in learning shorthand, and personal traits
required for office work.

PREREQUISITES:I Beginning Typewriting

LEARNING TIME

180 hours

OBJECTIVES (ID (First Semester)

Given the appropriate instruction and materials, thee student will be able to:
1.

2.

3.

Transcribe in longhand/typewriter 25 teacher-written shorthand
outlines of previously studied words in 5 minutes-with 80.percent, or'
better, accuracy.

4.

Tianscribe in longhand/typewriter 25 dictated.wordS and/or phrases
of previously studied vocabulary in '5 minutes with 80 percent, or
better, accuracy.
Trahscribe in longhand/typewriter 25 dictateet rribrief fors oflpreviously studied material in 5 minutes with 95.percent, or better,
accuracy.

.

4. Transcribe in lOnghand/tYpewriter textbook related m aterial dictated.
at predetermined rates of 'speed of 100 -120 words for 3 minutes.with
95 percent, or better, accuracy. '

. /

5. Transcribe in longhand/typewiriter from dictation for ... ::,..ss -from.
practiced. material, (40-60 won') within 15 minutes v,'.- 7--::--iimurn

. of 95 percent accuracy.
Transcribe, in longhanlitypewriter from homework ' a:.,....-.1::ne rate.
tD
of'15 Wpm.with a 171; 7., imum of 95 percent accura-::.,-:
red from homewOrk otes at 60 wpm with 100 r,,-,.ic.::,,: ..,.:.:. --7,:- , for
1 minute:

92



OBJECTIVES (Second Semester).

Given the appropriate instruction and materials, the student will be able to:

1. Transcribe at th ypewriter new, unpreviewed material dictated for 3
minutes ,at 60 vifpm within 30 minutes with 95 percent, or better,
accuracy. '

Transcribe at the typewriter from homework notes for 5 minutes with
a speed of 25 wpm, or better, and a minimum of 95 percent
accuracy.
Read from homework notes at 90 wpm for 1 minute with 100 per-
cent accuracy.

4. Transcribelaithin 15 minutes with 95 percent accuracy from practic-.
ed material dictated for 3 minutes at 60-80 wpm (100-120 word let-
ters).

5. Transcribe within 15, minutes with 95 percent accuracy from practic-
ed material dictated for 5 minutes at 50-70 wpm (100-120 word
ters).

6. Spell and punctuate correctly transcription from plate notes and/or
from dictated material with a minimum of 95 percent accuracy.

.5
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MODULE OUTLINE first Seine

A '. (introduction of Theory.

'B . Introduction of Brief Forms
C . Reading Practice

D -. Building Transcription Skills,
E . Writing Practice

F Cafeer InfOrmation

G . Building Diciation Speed
H . Review of PrinciPles,of English Grammer

MODULE OUTLINE Second Sdmester
A . Re View of Theory-

B Review of Brief Form§

C . Improvement of !leading Skill's,
i5 . Improve4nt OfTranscripti6n

Improyemebt of Writing Skills
F . Building Dictation Speed

G . Review of Pririciples'of English Gram,Or.

,

.

*NOTE: A suggested formula for computing 95 pceict accur;cy

NuMber of words transcribed incorrectly,,Error (ate in percent =--'
;Number of words per Minu e x number of minutes

C'

)tor
CURRICULUM MATERIALS

Essedtial Materials
I

-Gregg Shorthand, Series 90, (text) Gregg/McGraw-Hill to include
student transcript, student iivorkbpbk, and key to workbook.
Gregg Dictation and Iritroduction to Transcriptkin, (text)
Gregg/McGraw2Hill, to include student transcript, studery workbook,
and keyieworkbook.

EESupplementary Material

g -...

II(Gregg
191 ; Gie g/McGraw-

Shorthand, o
Ill

st-Used Words and Phrases, Series 90,
\

G tregg-Shorthand Dletioriary, SerieS 90, 1978, Gregg/McGr4A-Hill
Speed-Wctation with Preirjes in Gregg Shorthar7-2 Series 90,
1978, Gregg/McGraw-Hill
ReCords for Gegg Shorthand, Seriei 90, Gregg/N ,., .i-aw-Hill
Student Dictation Records from Gregg Dictation F'n. Introduc-
tion to'Trariscription, Series 90, Gregg/ McGraw.
Phrase-Letter Reco'rds'from Gregg Dictation andAr=oduction
to Transcription, Gre6g / Mcftraw-Hill

i
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ADVANeED SHORTHAND

DESCRIPTION
The advanced shorthand program should -enable a student to acquire the

degree of , vocational skill which will facillitate entry into secretarial or
stenographic careers upon graduation from high school or serve as a basis for fur-
ther study in a post-secondary institution. Advanced shorthand concentrates on
developing dictation and transcription speed and accuracy,, and refines those
skills, knowledges, and attitudes developed in beginning shorthand.

PREREQUISITES: Beginning 'Shorthand

LEARNING TIME
180 hours

OBJECTIVES First Semester

Given the appropriate instruction and materials, the student will be able to:

1. Take *tab& at the rateof at least 80 wpm for 3 minutes with I
minimum of 95 percent accuracy.

2. Transcribe directly froth notes, using the typewriter, at a rate of 25
-wpm for 3 minutes with a minimumof 95 percent accuracy.

3. Trascribe mailable letters using composition skills, when necessary.
4. . Read from homewOrk notes 27 the rate of ,125 wpm for A1 minute

with 100 percent accuracy.
5. Correctly punctuate a 25-item objective test within 15 minutes with a

minimum of 95 percent accurasy.
Correctly, spell 50 words (ta;zer from practiced material within 10
minutes witl-i a minimum of gE ;7:ercent accuracy.
Correctly proOfrea0 and re:7- mailable form a given exercise
within 30 minutes with a -71-1 of 95 peicent accuracy.

MULE OUTLINE First E,.

,A Theory Reviel,
1. Formation ,voras
2. Brief forms :era hicih-freq Jords

B Review of EnciishOecflanic-
C.. Dictation

lj)se unfamiliar as well as f
Preview for buFding

3. Introduce office-,77/le
a. 30 secOnsz to rr.rutes
b. 80-100 wri 3n:I 1Lp

.. Transcription
1: Refine preseflt iqL es? -7.- mum efficiency
2. Stress proo-,72,3& son- Tfrc,

3.-Emphasis or err r-fr. =

D

I
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' CURRICULUM MATERIALS

Esiential Materials
Gregg Traapription Series 90, 1978; Gregg/McGraw-Hill includes
student transcript, student workbook, and key to workbook._

SuppleMentary Materials"
Gregg Shorthand, Most-Used Words and Phrases; Series 90,
1978, Gregg/McGraw-14111 .

Gregg Shorthand Dictionary, Series 90, 1978, Gregg/McGraw-Hill
'Speed Dictation with Pieviews.in Gregg Shorthand, Series 90,
Gregg/McGraw,Hill _

Student Di tion Records from Gregg Dictation and Intioduc-
titvton to Tran i ion, Series 90, Gregg/McGraw-Hill

Phrase-Letter ecOrds ft Gregg Dictation and Introduction
to Transcription, Series 90, Gregg/McGraw:Hill
The Gregg Reference Manual, 5th ed., Sabin,. Gregg/McGraw-Hill

_,N



.OBJECTIVES Second Semester

Given the appropriate instruction an,d materials, the student will be able to:-

1. Transcribe new, unpreviewed material dictated at 100 wpm for 3
minutes with a minimum of 95 percent accuracy.

2. transcribe practiced material dictated at 100-140 wpm for 3 minutes'
with a minimum of 95 percent accuracy.

3. Transcribe practiced material dictated at 80-120 wpm f utes
with a minimum of 95 percent accuracy.

4. Transcribe 50 dictated brief forms with 100 percent accuracy.
5. Correctly punctuate a 25-item objective test within 10 minutes with

minimum of 95 percent accuracy.
6: Correctly spell 50 words (taken from practiced ma -rial) within 10

minutes with 100 percent accuracy.
7. Correctly proofread and retype .in mailable forrr a given ex.9rci:se

within 20 minutes with a minimum of 95 percent am

MODULE CUJITLINE. Second SemeSter

A Contintr, Theory Reiriew

C . Dir:ta7i 7;

..St.'; atat io n

2. ge of speeds (100-140)
3. ''.3ulty of office -style dictation
4. 17:: xf :=.,:.:ecialized shorthand vocabulary; e.g rnedica.,, legal. etc

C
;

ThFirlt..-.7:rir

--less transcripts,
testing

Bec of :cold" hotnework for transcribing
4. decisionmaking skills for office-style dictation

CURRI MATERIALS

,E Materials
Gregg Speed Building, Series 90, 1978, Gregg /McGraw -Hill to in-
clude student transcript,,student workbook, and key to workbook.
Gregg Shothand MOSt-Used Words and _Phrases, Series SO,
r..iregg/McGraw-Hill /
Gregg Shorthand Dictionary, Series 90, 1978, Gregg/McGraw-Hill
Student Dictation Records froth Gregg Dictation and Introciuc,
ton to Transcription, Series90, Gregg /McGraw -Hill
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MACHINESHORTHAND

DESCRIPTION

Machine shorthand requires approxiMately the same number of class hours
for learning :theory and Machine operation as any other shorthand'system.
Machine shorthand necessitates the automation of keyboard locations for letter
and combinations of letters. 4 P7tgle.nts who elect machine: shorthar for the pur-
pose of acquiripg a skill t as a vocational tool s!-.oulds.cemonstrate a
sound backgrOUnd in Encr:Jri , zyring, a keen-interes- ;- aiarning shorthand,
and personal traits require: for rffic:-. ork.

%.

PREREQUISITES

Beginning Typewriting

LEARNING TIME

180 hours

OBJECTIVES First Se7-nr.:-..c.ter

Given the appropriate incr. an and materials,, the ... r will be able tc:N
T..' Transcribe 25 dir YOrC.:3 and/orphrases -i=aw:ouslystudie

within 5 minutes es v. v4 itiVE minimum of 80 ps-77.7,.er accuracy.
2. Transcribe 25 di---Tr:7d touch shorthand abbrev-Ttic7.3 (previously

studied) in 5 rr...::::as; with a minimum-of 95 par7oE----.'.. accuracy.
3. Transcribe text-rrIlated material diCtated at preset: :.-^ -iiried rates of

speed (letters'c :',C.;-120 words) for 3 minutes it. 3 miry:mum of 95
percent accurac

4. Transcribe from dictation for 3 minutes from practiced ma Hat
(60-80 wpm) Witpin 15 minutes With a minimum of 95 percent

9

accuracy.
5. ',Transcribe from text plate notes at the rate of 15 wpm with a

minirrium of 95 percent accuracy.
6. Read from-text plate notes at the rate of 60 wpm with 100 percent

accuracy for 1 minute.

MODULE OUTLINE First Semester

A.. Introduction of Keyb4ard
B . Introduction cif Correct Posture and Position at the Machine
C . Introc4Qtion of Machine Parts and Upkeep of Machine

. Introduction of Touch Shortban'd Abbreviations
E . Vocabulary Builders 4

F . Introduction of Transcription Techrliques
G . :lieview of EnglishSki(Isi(Punctuation, CaPitalizatio'n,.*and Spelling)
H . Review of Letter Styles and Abbreviations **;



OBJECTIVES Second SemesterDictation

Given the approp-iate instruction-and materials, the student will be able to:

1. Trascribe new, unpreviewed materials digitated for 3 minutes at 80

wpm "within 30 minutes with a minimum of 95 percent accuracy. ,

.2. Transcribe from notes for 5 minutes with a speed of 25 wpm, or bet-
ter, a minimum of 95 percent accuracy,: si

3. Read from notes at 90 wpm MO minute with 1,00 percent accuracy.

4. Transcribe within 15 minutes with 95 percent aCcdtacy from practic-
ed material dictated for 5 minutes at 80-100 wpm using 100 -120 word

letters.
5. Transcribe withiF1 125 minutes with 95 percent accuracy from Vac

ad material dictated for 5 minutes at 70-90 wpm using 100-120 word

letters.
6. Spell and punctuate correctly transcription from plate notes and/or

from dictaied material with a minimum of 95 percent accuracy.

MODULE OUTLINE Second SemesterDictation

A . Review of ,Theory

B . Review of Touch-Shorthand Abbreviations

C . Dictation at Varying and Increasing Ratirs of Speed and for Longer hriodS

of Time

D . Review of English Skills

E . Review of Transcription Techniques

. Review of Typin0 Concepts

` *NOTE; A suggested formula for computing 95 percent accuracy

Error rate in percent = Number of words transcribed incorrectly x 100 =
Number of words per minute x number of minutes

CURRICULUM MATERIALS
Essential Materials

,Computer-Compatible Touch Shorthand, Keyboardand
Theory, 1976; Stenograph, Book 1. Includes teacher's manual, sup-
plementary dictation for Book 1, and instruction/dictation cassettes,
Channel A (slow speed)
C9mputer-Compatible Touch Shorthand, Skill Development
and Transcription, 1976, Stenograph, Book 2. Includes teacher's
manual, supplementary dictation for Book 2, dictation tapes, Chan-

nel A (slow speed)
.Stenographic Dictioinary, Stenograph

Audiovisual Materials .
\ The following audiovisual materials may be available at your filtn

center, learning resource center,(LRC), or business lab.

Filinstrip/Record
A Touch Shorthand -System Is Born

99
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SPEEDWRITING

DESCRIPTION

Speedwriiing is designed to provide the necessary skills to meet- vocational
objectives for stenographers, secretaries, and other office professionals as well as
provide a useful note- taking method for school and general use. The SpeedWriting
system uses the letters of the alphabet and fernier punctuation marks to repre-
sent sounds: Students who elect speedwriting for the purposesof acquiring a skill
to be used as e voccational tool should demonstrate a sound background in
English, skill in typing, a keen interes,t,in learning shorthand, and personal traits
required foi office work. 1"

LEARNING TIME

90 hours 1-

OBJECTIVES

Given the appropriate instruction and materials,,the student will be able to:
1. Take unfainiliar dictation at a minimum rate of 80 words per minutes

for 3 minutes at 95percent accuracy.
2. Transcribe speedwriting at a rate of at least 15 words per niinutes for

3 minutes at 95 percent accuracy.
'`V3. Demonstrate an ability to r6ad and write correctly the 'standard-ab-

breviations used jn speedwriting.
4. . Demonstrate an ability to read and'write correctly the standard brief

forms of speedwriting.
5. Demonstrate an improved busines vocabulary.
6. Crorrectly constructer outlines Isy ols).
7. Demonstrate improved English, spelling, and punctuation for pur-

poses of accurate transcription.

MODULE OUTLINE

Each lesson is composed of the following:
A . Introduction andJor Review of New Principles
B . Thorough Explanation of the Principles
C . Vocabtitary Illiistrating Applications of the New Principles):;
D: Practice Exercised in Speedwriting to Illustrate Realistic Applications of the

New Principle(s)

E. ranscription. Exercises Using the New PrincipleCs)
F . emonic Aids to Learning"

. 4

ti s'oo



CURRICULUM MATERIALS

Essential Materials. '

Principlei Of Speedwriting, 2nd ed., Landmark Series,
#0-672L98001-0, Bobbs-Merrill Education Publishing
Landmark, Dictionary, #0-672-98358-3 .

Teacher's manila' for Principles of Speeilwriting, 2nd ed., Bobbs-
Merrill Education Publishing 4

Audiovistial Materials
Theory Tapes:(Cas/ settes)lor Speedwriting, #0-672-98027-4

4

,fir

7
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: . 1

The module, taxes, is des'igned to develop an underStandig,o:f the reasons for
taxes arid, their role in our society. The module also develops the ability to prepare
acetate tax forms. Information aboUt careers with the Internal Revenue Service
and in the accounting field are included

(See module outline for possible usage in othbr,courses.-)

LEARNING. TIME

a/-13 hours
O J.

OBJECTIVES.. .
0 ,

Given the _appropriate insttuctionand Ynaterjals, the student will be able to:
.

1: Describe th6 history of tax4tion and,the role'of taxes in our society..
2. Describe the-federal budget piocesS.
3. Desdrib'e indiv.idual rights app responsibilitieas a taxpayer: -,

4. Stale the',purpose, of a socral*security number. ..'',=c

..,, 6.- gxplain'when and where to file a federal income tax return,
6. Prepare Forms 1040 and 1040A and Schedule A. b...

7. Determine ihe correct tax,usingihe tax tables. ' ,f
Ei(plaiq various positions available with the° Internal Revenue Serice.
Explain*Where to get information about tareersin accounting.i ''

'MODULE OUTVAIE t
6,

A . Our Fed&I Tax System
B . Information on ForK 1040A
C Te Oformation for rYoUr First Job
D . F rm 040and Schedule A.

. A diti na Ipcorne Tax Inforthation
,Tax

G rtiX s and Your Future
. ..,

.:,-: ,o,',',..,:. ,,,,,,, :caz..'tf;,,
All, or part of the module may be includedln the following courses at the

IlEscretion of the teacher: Introduction to Business, Consurnei Economics,
Rebordkeeping, Records Management, Accountinig, Business Computer Applica

: tions, and as a separate module in the' Clerical and Business Administration
Clusters.



r.

CURRICULUM MATERIALS

Essential Materials .

Understanding Taxes, Text/Workbook, Department of the
Treasury, Internal Revenue Service, Publication 21. Available free
upon request .

Understanding Taxes, Teacher's Guide, Publication 19
Publication 17

Supplementary Materials //
Careers in Taxation, booklet

, Wall posters of enlarged tax forms ,

Transparencies made from forms,in teacher's guide .(mus
prepared by nstructor)

Audiovisual Materials
The following audivisual materials may be available at your film
center, learning resource center (LRC), or business lab.

Films .

Your Income Tax
Federal Taxation

70.
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BEGINNING TYPEWRITING

DESCRIPTION

Beginning typewriting is .designed to develop basic typewriting skill for both
personal and occupational application: The 'course is composed.of keyboard
familiarity, technique refinement, and speed/contrbl development. EMphases is
also placed on learning the correct procedures involved in typing the various.
businesS letters, forms, reports, and,tables.

LEARNING TIME

1180 hours

OBJECTIVES

Given the appropriate instruction and materials, the student will be able to:
1. Dembnstrate correct posture and position at the typewriter.
2. Demonstrate correct key stroking, operation of service keys, and

other typewriter mechanisms.
3.- Demonstrate complete automatization-of the typewriter keyboard, in

ciuding.number and symbOl keys.
4. Demonstrate stroking facility on stright-copy and problem-copy

material. .

B. Demonstrate stroking accuracy on straight-copy and problem-copy
material.

=6. Orginiate copy at the typewriter; to think and typewrite
simulidneouSly.

7. Demonstrate the ability to arrange problem copy: business letter6,
tables, manuscripts; outlines, and other forms of business papers
with vertical and horizontal' centering.
Demonstrate mastery of information which would include spacing
before and after punctuation marks; typing of numbers, capitaliza-
tion, uses of punctuation forms, and typing book and magazine titles
and articles. 6

9. Demonstrate mastery of the techniques of proofreading and correct-
ing, errors.

10. Demonstrate proper typewriter care, including ribbon changing.
11. bemonstrate ability to type forms involved in applying for a job.
12. Attain a typing speed of 30 wpm with two errors, or less, on a 5

minute straight-copy timing.
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FIRST SEMESTER MODULE OUTLINE

A Basic Typing Operations
1: Introduction of parts of the machine
2. Introduction of propeetyping posture
3. Introduction of keybOard
41 Introduction of key-stroking patterns
5. Improvement of speed and control
6. Introduction of number keys
7. Introduction of centering
8, Introduction to composition
9. Introduction.of symbol keys

710. Introduction' of proofreading techniques
11. Introduction of personal communications = erasing, word-divisio rules,

Manuscripts, personal letters, envelopes.

Introduction, to Business Typing
1. Businesi letters andenvelopes
2. Carbon packs

"3. SiMple tables
4:Outlines, short reports, footnotes

105.
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SECOND SEMESTER MODULE OUTLINE

A . ,PersOnal and Professional Typewriting
1. Improvement of'speed and control
2. Improve Ment of keystroking techniques
3. Improvement of composition skills
4. Improvement of grammar skills
5. Building sustained prdduction skills: personal and busir ,:se letters,
manuscripts, reports, tabulations.
Improvement of Professional Typewriting Skills
1. Speed and accuracy emphasis
2. Special office applications: statistical rough raft, int, ,

dex card mailing list, envelopes, two -pa ers, repo:
minutes of meetings, appointment schedules, speeches
tions for employment, personal data sheets, justification

.

CURRICULUM MATERIALS

Essential Materials ,

memos, in-
-3, invoices,

applica-
t margins

Century 21 Typewriting, 2nd ed., complete course, L-,ssenberry,
South - Western. Publishing Co.
Typewriting Drills for Speed and Accuracy, 3rd ed. :lovie,
McGraw-Hill.
Laboratory Materials, Cycles 1 it 2 for Century 21 'llypewriting.
Tests, teacher's.n2,anual, and keyboard chart for above.

Supplementary Materials
Applied Office Typing, a Practice Setin Clerical Typing, 4th
ed., text-workbook, Frisch, McGraw-Hill.
Snow Country, Typewriting Practice Set, Reynolds, South-
yiestern..

,
.

e Clerk-Typist, Indio Paper Co., Inc., Shinn, South-Weptern.
hadow Mountain Lodge Practice, Set.

13



INTERMEDIATE TYPEWRITING
IREVIEIALITPEINRITING)

DESCRIPTION

Intermediate typewriting,pqncentraies on reViewingliie basic skills and bring-
.

ing students uryto"alevel of proficieticy whereby they can succeed in advanced
typing. Due to the uniqlie nature of the DoDD.S school system, where we ex-

perience a, translentes,tudent body, it is recognized that a probletn may exist
whereby typing students ha'A missed or not mastered certain basic -Skilfs.

Teachers are encouraged to --er individualize an intermediate or review -ipir
program' for these students business lab so that they may be encoirr
continue in the business ar where the schOol population warrens
special class section for th3se adepts. predit may be given for this. _-se

accordingto the local school policy., ,

LEARNING TIME

90-180 hours
Teacher disCretion would be used to detemrine whiCh matHals and
time fraMe to use

OBJECTIVES

(See Beginning Typewriting)

CURRICULUM MATERIALS

(See Beginning Typewriting)
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DESCRIPTION

ADVANCED TYPEWRITING

/ Advanced typewriting is vocational in nature. It revie4s and reinforces
previous learning, reconstructs and- extends keystroking Skills, improVes skill
transfer, expands related knowledges, enlarges problem know-how, increases
manipulative dexlerity, and develops high competence in typing jG DS of increas-
ing difficulty and more stringent performance demands.. This course also places
the student Under intensive time pressUr&

complete
improve basic-and production ski Is

and place students in a realistic office setting to coplete the job tasks tbat v
in length, complexity, and in amount of guidance provided tasks -that approach
as nearly as possible those typed in actual offices in business, industry, and
institutions.

PREREQUISITES: Begirining Typewriting

LEARNING TIME

90-180 hours.

OBJECTIVES First Semester

Given the appropriate instruction
1. 'Type

_minutes.
2. Type in

a. Business letters

an materials, theltudent will be able to:,
wpm from .straight copy with no more than 2 errors in 5

enable form:

b. Business letters using special size stationery
c. Business letters with special features

' 3. Type manmascripts and reports in finished form. ,

4. Type a variety of business fO\-ms and special bueinesscpomniunica-
tions.

5. Arrange and ty pe statistical information into tables.
6. Type memos,. letters, and reports that incIdde alphanumeric data.
7. Make corrections on finished copy.

)
OBJECTIVES Secor{d Semester .,,

'' ! .

Given,the approPriatOnstruction and materials, the student wilt-be able to:
1. Type 45 wpm from straight copy with no more than 2 errors. in 5.

minutes
. .

2.. .Type v riots letters, memos, reports, forms, and other business
communications found in typical and specialized offices. , d,

3. Interpret directions and make decisions to produce finithed advanced'
typewriting tasks?' ,

4. Incr asq speed and accuracy in typing production materials.
5. Ap y in realistic business situations the basic knowledge,Alls, and

co cepts they have previously learned.
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ODULE OUTLINE
Improving Typ.
1. Basic skills re',1t-

First Semester
G

2. Letter, table, a cr ...:.rri7-rflnce

Office Communicr -I

1. Business letter.. sp: stationery
2. Business letter_ ipec ires
3. Special busine . r-munic

Data COMMUrlica
.1. Tabular report bz sing'
. Alphanumeric ccrairrunicei )rocessing
3.. BUsinesforms ,Lessinc

MODULE. OUTLIR!! Secor Semester.

A . - Improving Basic Production
1. Basic/letter skit;
2. Basic/report sk .1s
3. Basic/forms and tabulazim-, skiiit

B . Functional Office Simulatiorr.
1. AdMinis rative office typin,
2. Salei/p rchasing office typir
3. Fina office typing
4. Executive office typing
5. Employment acitivity typing

C . peCialikecli Office Simulations
. 1.,,Reprographic office typing

2. -Insurance office typing
3.. Technical efir.- Y:7ing

; 4. Legal office typing
5. Medical office typing

*In. lieu of the textbook acitivities 1iszed In the module:outline; the supplemental
typingsimulations (listed below) may be used particularly as'a substitution for the
second semester acitivities. J .

ors



CURE' MATERIALS

1,...sefor-----tiel Materials

i:entilry 21 Typewritingc omplete Course, 2nd,e51.,
Lessenberry;Crawford, ErickSA,!Beaumont, RObin4On, South-
Western Publishing Co. .

Workbook for Century 21 Type rit i ngcomplete course, Cycles
0,and 4, 2nd ed., South-)Nestern Publishing.

is for Cycles 3 and 4 pnd Placement Test #2
1

ntary Materials
Executive Offices of america, McIntosti and Welter, South-
-Westerri Publishing Co., -(plus cassette).
TorJer Typing, lyarie; Gregg/MCGraW-Hill, Inc.
Trac agici Secretary, Frcibmen, Rosa, and Arnold; Mc ntosh anc,

SoUth-Western Publishing Co., (casSettes)
iting Office Practice, 5th ed., Atkinson, South- .esiern

.;ish-ig Co.
-yparr- AediCal Forms, Siggfriqd, Gregg /McGraw -Hill, c.

TiteLTE Typing Practice, 2rid red., 1968, Rocit,. Gregg /McGraw-
I TIC d

Trts for ypists, 1969 ed., Mulkerne, McGraw-H

he Secrv:ary On The Job, 1976, Wit!-- Jw, Gregg/McGraw7H11

AISQ reference, sirinulations in Beginning Typing
,
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SUGGESTED GU11f7 ::1Powif. FOR INDP ,Ariz NG
INSiRUCTION r-'7R SCHOOL Eft ,;;ATOO

C' :"-F1

DIEFINITIG A

Intrudtion -paced

Accomplishments a dirdivic checked (On4e-
student) e

AWED INSTRI

r
RePetitiotfutitil maszery level is ached

* Multiple learning resources are utilized:
teacher, other students. (Studer: uses those that

*. Teacher is present tc ,sisTince, act aS,coUr :-

.inspriationi,Mdtivate ,

'yell as to define livor a it ne,7,18 of. individm

* Students are motivate _.: to leer:, ...) aJcept reqponsiL
*,.. A

'Itr G r o U p work cafe be done as v,,ell ac :ndividual wort
_ ,.,* §tudentrecord shows what the :=,:::.,.dent has masted by certain. dates,

gnd is evidence as accountability 77. each student, Tor t.r.ure ern' plow-Ts;

.

e basis. Vvith the

printed m rial,
iest for hi /

sAt,
J I Ptogransi a s

/'for their

. * t, instructions fo tie students to 7%_-_ ilOw are in the form of assignri:
...ffheets

ADV rAGES INSMUCTION
-

,

tO ADMINISTRATORS ANC COUNSELORS

* Pr idea, for greater flexibility in scheduling Ipossible t ave students
,

.enrolled in more than one course in a room ;it thp same e)

a. Easier tornelie changduryig a. semester.'
'13" Easy to ha:ricl(e a tralfer student allowing the start at student's

own level of progress
c. Original stUdent scheduling is easy if more than one course is

scheduled for a room at a certain time. -

/

"Compliments of State of Illinois, Board of VocatiDnal Education' rehabilitation, Division of Voca-
tional and Technical Education. I
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o

* Brings favorable 'public recognition to sohoorwhen program is successful'

ssures they are providing the vett/ best,education poisible for each stu-
dent, according to individual Allay anddrnotiviation

_ ,As student interest increases, larger numbers courses can be effectively
offered in the curriculum and will result in um and more efficient
ittilizatiori of. equipment and facilities

* The student ,record shdws what kills and T rnjng the student has
tmaitered,by certain dates which Se es as evide -ice of accountability that
can'be used by administrators, pare ts, employers, and others '

_ Makes better weld staff time on the professional level

. tasily 'adaptable to different' sctiool cilenders,year round, quarters,
semesters .

'TO T'EAdFiEIRS ..,
.

.. .. 14/1

* -.Allows opportunity to.iaentify ano be able to help students individual-
..

. r

r.

OW,

ly andin groups with their wepknessee

* Allows opportunity td work with several- subjec reas (if multiple courses
are going on within a lab),"larbirdeninglithe'te cher's experiencee

-, , .*' Njows time for course revision and development in place of daily lesson,'..
preparation ' ,

i: .* Changes roilie from lecturer to learning manager and motivator ;
--.._

s '
*, ' Allopeflexibilhy to deal with transfer students or students starting school

later Ilan others
. ,

A

. ,* Allows time andflexibility fq [Kindle special students with special prob-
lems or

*
I

Increases possibility of department enrollment because of fleidbility

AlloWs opportunity for prOfessional growth- through Writing and im-
pleMentirA instructional packages

* Provides greater teacher worksatisfaction with a method of teaching that
allows greater progress for low ability students while offeljng a greater
challenge to high ability students

* ''Success provides favorable public recognition of the teacher's work

If enough time is allowed for training, it meets the overall ciccupational
measurable objective of the proiiram, to provide employable skills and
knobvledge to, students upon graduation

TO STUDENTS

* Can'learn at studentis own pace

Given chance to master materialhas chance at better grade by repeating
assignments drid tests according to need

4 113
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. > ,*

lic' May have oppOrtunity to cover more instructional material than traditional

class , .

* Has an pppohunity to take a claSs that would not ordina-rily be offered
because enrollment, was ngt large enough (can offer two' or more IA
enrollment, courses and combine)

N

'* Has a cfaTCe to take a/clas9 he might not ordinal* take because of
scheduling drulty (assumes'classes were offered Ai the lab all day or
several more times a day than before) , . :

* Receives rnpre.bersonal, individual attention from the teacher

* Is relieVbd o. f group cpmpetition being forced upon eaeh'studentgroup
competition is available if desirable bilt emphasis is uPon improving stu- .,"
dent's own performance -

* Hasopportunity to develop better self- concept as emphasis is always on'
the positive achievement

.

it Receives immediate feedback from teacher oz throUgh self-checking .
,,..

7k. JVlarbe'mcitivated by use of multiple learning resources

*lc Develops ability to follow written and verbal instructions andirectio s'
..

..

*. Has opportunity to meet individual goals ,

.

Provides opportuhity for- transfer 'students, with spegial learnipg

4 problems, to receive needed attention . , ' fo ,
-..k4 , . .

.* Provides opportunity to learn from elach'crther and to 'help each other

70(
Provides learning atmosphere-that is less formal and more relaxed ,with,
less pressure-as in teacher paced teaching

* Frees.student from falling behind, because.of absences
, r

,,k- Allows for differences in initiative, interests, and perseverance

* Allows for more realistic training for the business world (by using office
standards, teaching student to use time wisely, and to organize work)

Provides Greater probability of immediate employment after graduation

* Enhances*student ability to be successful with more adVanced higher
,education courses

a



GENERAL GUIDELINES FOR INDIVIDUALIZING INSTRUCTION ,

4

) IN THE BUSINESS LAB

The following, sequential guidelines are important to consider when planning
and implementing an individualized approach to teaching in the b iness

1. Obtain admi,nsitraiveapproval to plan the changeover to individualized in-
struction with a goal of implementation at a reasonable time in the future.

Adequate 19ad time should be allowed' to develop or adapt materials, pro-'
cedures, and organization for individualize4 instruction. A year of advance
planning and thinking:would-be best before making a complete change in
the Method of instruction.

i ° .
t:.- .,

RequeSt all teachers that will be InvolVed in the individualized system, to.
, join the planning committee. These teachers must be involved. Sub
committees can function for various phases of the planning.

When a general plan is ready, request a meeting with adMinistrators, in-
-. terested teachers, and vocational counselors to explain the procedures.

4.` Prdceed to plan the more specific phase of the changeover and how the
plan will be implemented.

5. Involve all business teachers in a general in-service workshop on the
general plan. Include all willing teachers in the planning of the subse-
quent specific phases to be utilized in the changeover. Invite guidance
counselors and administrators.

a. Make sure that you_ do not give the impression that whatever
audiovisual equipment you add will relieve the teacher of any of the
responsibility for the.learning.situation. The role changes,but does not
make the teaching job any less demanding.

I

b. Consider What subject areas /ill, be implemented at.one'time.

6. Include the following,actions and-considerations in the changeover to the
lab concept,-

)

a. Project a positive attitude about the .student's use of materials and
equipment.

b.-Be, prepared to answer questions'on any phase of a. course arany time.

(°
c.'Student records should be standardized and detailed enough for any

teacher to refer to. "



,_

d. Set 6 thorn as a model.office concerning worldlb

e. Make sure assignme sheets are clear and wail written so students
know-exactly what is expected and what the are to do.

f. Allow flexibility in tudent assignments (method ofk-learning, content,
sequence, etc.).f greater adaptability to need.

7. Ask all involpd teachers to edit assignment sheetS and made recommen-
dations for improvement. assignment sheets are written by loChl
teachers, have others edit. If as nment sheets are obtained from outside
source hiVe all teachers edit. . .

.
. Finalize alignment sheets.

9. Write to chers Manuals for guides for all teachers working within the in-
dividualized instruction lab. Request teacher editing. Make them
porary as they will be continually revised from year to year.

10. . Conduct finalp;servic@ training for all teachers that will become learning `N

managers and Counselors.

11. Have more than.one instructor familiar with the individualiied instruction
lab so that they may easily substitiitel In-service training should be con-..

ducted regularly. ,

Familidrize all counselors with the-porposed change and its benefits.

13. List in-school curriculum catalog.

14. PrQpaieztb keep etailed recor0§ of the entire operation including
311

ade-
quate student rec. rds? --a
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ORIENTATION GUIDELINES FOR
INTRODUCING INDIVIDUALIZED INSTRUCTION

-Give the counselors and other teachers, as well as appropriate administrators,
a thorough orientation as to the method of irstruction so that they will under-
stand what will be going on in the lab. A thorough orientation and explanation
from the student's viewpoint is crucial for stbident's understanding of the concept
of the individualized method of instruction.

Tie following are general guidlines for orienting students:

Put in students' language.

Do an audftwisual presentation which is effective because "a pieture is
worth a thousand words" and is the same each time. You might give
students a cpy of the script; also give them a tour of tzhe lab.

Include the idea of working at their own pace 'what will happen when
they finish early, and how they will be evaluated for amount of work ac-
complished and what they may do in order to complete more work (extra
time, or wliatever arrangements are made).

J

Include fa-tins-to be completed .and. why put these forms in order.

Explain grading concept.

6. Give students a lab layout p t signs around in the classroom.

.

7. Migh start students traditionally and ease them into independent pacing. -

(Danger: If abrupt change in class procedure is made too late in semester,
students May resist.)

-,

8`..' Conduct role playing to. illustrate class procedure.

Tell students they may have to wait for teacher attention if the:eacher is
bgsy with another student teach theT to do another job. until the
teacher is tree.

10. Explain program options to students when they finish the requirements
tiir a course or module. Theie options should be student selected from a
variety of different learning experiences designed enhance their career-,
goals.
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TIPS FOR WRITING ASSIGNMENT SHEETS
AND INSTRUCTIONAL PROGRAMS

1. Use student oriented language only.

2. Define and explain all new terms.

3. Write course objectives for each unit of work in measureable terms and in
student language. Hand out to each student in order that each student
knows exactly what is expected.

(Be sure all teachers are involved in writing the objectives)

4. In writing an assignment sheet, include all information Verbalized to the
class when teaching traditionally. This would include information'that is
not covered by a text or other presentations the student would view or
liSten to. it,

When writing insturctional programs (audio or visual or both), consider
combining the knowledge cif a person from a subject area with the ek-

perience of a person who has made audiovisual instructional materials:

a. Consider incorporating humor and music in an instructional program,
or work sheet, to add interest. Conside the students who will be using
the materials, and add appropriate comments.

b. If possible, before using instructional programs assignment sheets
-with a large group of students, test the materials with a small group or
one student.



GRADING ALTERNATIVES FOR INDIVIDUALIZED INSTRUCTION
.

The folldwing are'some of the alternatives to the grading.procedure for an in-
dividualized approach; Some can be combined and expanded: Choose those that
would fit the particular situation, .within the guidelines and policies of the school
(unless policies and guidelines can be changed or modified).

Course Grades

4

J
Explanation of achievement levels,(withor without letter grades)

a. Personal record file
b. Certificate in addition to diploma

L.

Pass/fail method

3. Letter grades or number grades (5-point scale or percentage)

4. Student must do all work assign grades and average, but student
must finish till work. Extra time will have to be allowed for student
work to complete in some cases.

Assign a grade but allow student to redo work if he/she desires in order to
raise grade in a certain limited time.

6. If student does pot finish a course at end of year, give the grade student
has achieved at this point. Student can continue program the following
semester.

1

7. Grade A or B, mastery level only. Consider any lesser achievement as
unemployable skill. Set employable skill level of achievement, making,
requirements realistic to office occupations.
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f.

LAP
A TOOL FOR INDIVIDUALIZING INSTRUCTION*

f INTRODUCTION

What does LAP mean? LAP is an acronym which means Learning Activity
Packet. This packet is a self-instructional unit designed to aid students in learning
Osingle basic concept. The concept to beilearned is set up in a step-by-step
pattern.

A.LAP is designed for a specific ability level. It provides flexibility in the learn-
..

ing activities which students may choose in order to attain stated objectives.°

Students proceed at their own pace. A LAP is a tool tor individualizing instruc-
tion.

COMPONENT PARTS OF A LEARNING.ACTIVITY PACKET

Rationale

The rationale should. describe what the unit is abut and why it is important
for the student to complete it.

A term such as purpose or introduction may be used to identify the rationale.

Objectives

Goals stated in terms of measurable performance are referred to as behavioral
objeOtives. Behavioral objectives must be Stated for each learning aiiivity so that
student performance m y be evaluated, based on -these Objectives, by the
teacher, the student, or third party.

*Court* of Business and Office Education, Division of Occupational Education, State
Department of Public Instruction, Raleigh, North Carolina, 1972 -73.
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Pretest

A wettest, is a diagnostic instrument designed,to determine theearner's needfor the activities in the packet. Each test item is based on the objectives and con-
- tent of the LAP.

Learning Activities

The LAP contains a variety of learning activities and materials some re-quired, some optiOnal that lead to achieving stated objectives.

Examples of, learning activities include reading from a suggested reference,;vieviongis fli; or filmstrip, operating equi
pers nal interview, etc.

t, taking a field trip, conducting a

Specific instructions for each learning activity are provided for the student.

Self-test

Studentg are provided a self-test by'which they may evaluate their perfor-tynance. This test is based on stated objectives and is different from the pretestand any of the dctivitles in the packet. It is taken and scored by'the student. Theresults ar used by the student to determine if any of the learning activities need
01

to be repeated d and/or if additional ones are needed.

rPosttest s

The posttest is designed to measure-student performance in terms of stated
objectives. It may be a written test, a performance test, or a combination; and it
may be scored, by the teacher, another student, and/or a third party.

ti Teacher Evaluation Check list

The teacher evaluation check list is a devic for recording student perfor-
mancp. Items on the list are based directly on the stated objectives.
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SUGGESTED USES OF LAPS

Since each student learns at a different rate and in a different way, LAPs offer
an effective menas of permitting students to plan and self-pace their learning.

LAPs may be, used in a variety of ways. The following is a suggested list:

1. In a course where all students are involved in the individualized instruc-
tion process.,

2. To make-up classwork missed dUe to absence iftehool (applicable
6nly when ,group instruction has been used).

3. To pr vide remedial experiences where group instruction has been
used.

4. To pro ide individual projects for advanced students.

5. To provide materials for !independent study (example: A student who
cannot participate in*regular class activities for various reasons).

6. To provide an i
.i
n-depth experience in a selected skill-area. ,

I
Cautions

A LAP ay not be appropriate for all students in all situations within a given
course. T e following are sbme of the conditions Under which a LAP should not
be used: S . .J -
,..

1. Whep students-do not understand what a LAP is or hoyv to use it 0

When all students are to use the same LAP and complete each learning
acitivity simMtaneously. I

3. Whery the content of .a LAP is not appropriate for the ability jevel of a
student.

4. To free the teacher from teaching re ponsibilities-(used as "bUsy"
work).

5. As a continuous reading acitivity.

. 122
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ADVANTAGES OF USING LAPS
:

LAPs provide certain advantages to teachers and students. Some of these
are: \I)r

1. Provide diversified learning activities within a class:

2. Provide time during class for teachers to assist students who need addi-
tional assistance.

3,. Permit students to assist in collecting and organizing Tesource materials
which may he used intLAIre.

4. Provide opportunity for student involvement in the selection of student
learning experiences.

O

Cution
. -

,
It takes time to determine appropriate 'approaches for various studenf a ility '

levels; to 'select content; to organiz&materials; to secure adequate resource to
field test, revise, And refine.LAPs; and to acclimate to this method of instruction.

, /

REMEMBER A well-planned learning packet permits the student to learn
at his/her own ,pace; to select resource materials and activities; and to evaluate\._0

0. personal progress toward stated objectives.

P

(
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TIPS ON HOVIrTO USE FILMSTRIPS EFFECTIVELY
AID CREATIVELY IN THE CLASSROOM*

When shouldlyou use filmstrips?

* Use filmstripskf tie beginrinstof a unit to motivate students, to get them
excited about a new topic oevree of study; to focus their thinking on a
particular concept. :

Use film4rips in the middle'of a unit to reinforce a concept you have been
discussing or to bring it to another" level, to help students transfer and
'onnect information from one area Othe curriculum to another, or to pro-
vide different examples or a different point of views

USe filmstrips at the end of aunit to review information or td summarize
and crystallize what your studerts have peen learning.

How can you use filmstrips effectively and creatively?

Planning is important Be sure to read the teacher's guide that accom-
( panies the filmstrips to determine when they should be shown and what

acitivites should precede and folifw the screenings.

* . Don't over use the filmstrips. When filmstrips are shown day after day, or
only on Fddayrafternoons, or only on the day before.a holiday,:or only.
when .r- substitute teacher comes, students will begin to think that
filmsti ps re not to be taken seriously. Check with other teachers in the
school to ealow often they are using filmstrips and if they have already
shown yo students a filmstrip that you are planning to tile.

1-1't use filmstrips in isolation. Plan questions and/C activities before
and after showing a filmstrip. Don't let it becoMe a passive medium.

ShoWpart of all of a filmstrippithout the sound. This can be an effective
review of a process or procedure. Ask students to describe what is hap
pening in each step, what equipment is being used, and what safety pro-.
cedures are being followed; etc. Have them guess what the next step is.
Use filMstrips thesame mariner as an evaluation technique. (This is par-
ticulA useful with 6tudefits who cannot understand Written-questions or
instructions.)

02'

*Prepared by Maisha cCormick, Editorial Director, Butterick Publishing, New York,
NY. Copyright 1,979 Buttetidk Publishing, a Division of American Can Company. All
Rights Reserved. Used by ierTission.
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- Listen to a section of the cassette or record without showing the filmstrip.
Use this tecivique to stimulate and direct dispOssiori. Ask stuiplents to
describe. what is happening and why, "and what they would..db in this
situation. etc.

Jr.
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CLOSING PROCEDURES
BUSINESS DEPARTMENT.FOR SUMMER MONTH

./f
Clean storage areas, cabinets, student desks, etc.

Check files for order, labeling, and ease, of locating department infor-
mation.

Make arrangemers to hava'all typewriterS serve:. during the summer.

Cover all equipment with matchine\covers.

Make' an inventory of all business education equipment By serial
number (typewriters, calculators; reproduction equipment, audiovisual
equipment, etc:). File the inventory wittithe department head or school
administration, and keep a co for your own file.

I
Inventory all ter"Jooks, strophes, teacher rria als, and resource
materials, and;strrre in ,storage area.

Make sure that needecci textbooks and -supplies tor the new year have
beefs 'requisitioned. File this ,ith the .depament Chairperson or thert
PrincipalOCeep a copy in your This requisition should include items.
listed in the.-supkly catalog as %yell as any special needs which are plan
ried for the new schcOl year.:

PrePare, and submit, as requested and at proper time, all requirec
reports on department ipcluding invert-. odes, fall information
enYerOpe for new teacher, anc department recorqs. t

Lock Sel-ukely all storage areas. Leave keys and directions with proper
authorities.

Perform the additional tasks unique to your department and school in
- order to secure properties, and insure a pleasing department for the fall
"-r opening.

Clean and put in good order the teacr's desk. Plans sometimes
change in a few months. Be prepared for emergencies.

Prepare an annual report of your department for the administrator. This)
provides an opportunity, not.only to summarize your work for the year
but also to propose needed changes and expansions for the ?oming
Year. f '
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Teachers who are not planning on returning the following school year will
want tb leave an OUTLINE. OF BASIC INFORMATION FOR INCOMING

$7`
TEACHERS. SuCh an outline might adcfress the following topics:

. .

Where to locate keys for cabinets, files, etc./Any comments regarding
equipment Maintenance procedures in your school.

Procedures fy ordering textbooks and supplies.

Location of curriculum ge, teacher manuals, etc.

* Location of fuse box, master, switch, etc.

de,
How to order films from the film library,

.

Resource persons within area and a list of possible field-trip sites..
T lephone number and address o f all business equipment vendors serving_

u(area1JBM, 4B DICK, etc.). i"

Na e,address, and, telephone numbe'r of career education coordinator
.serving your region.
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DIRECTORY OF PUBLISHERS

The following list of addresses-includes textbook publishers alepubliihersof
resource materials referenced In this guide.

..--2 1
..%

. ' Agency for Innovative C-urriculum, Inc. 580 lykr-gn Avenue, Englewood Cliffs, NJ
07632

Il
lit Allyn and Bacon, Inc., 470 Atlantic Avenue, Boon, MA 02210

American Council of Life Insurance, Health Insurance Institute, 1850 K Street,
N.W., Washi7igton, D.C. 20006

ti

r

Automated Training, Inc., Box 1947, Charlotte, NC

Bobbs-Merrill 'ucational Publishing, 4300 West 62 St.", Indianapolis, IN 46206

Brown, Wm. C. Company, lishers, 2460 Kerper Blvd., Dubuque, IA 52001-

Center for Vocatibnal and ibchnicallEducation; bhio State University, 196 Kenny
Rd., Columbus, OH 43210

Changing. Times Education Servic , 1729 H Street, N.W., Washington, D.C.
20006 ))

Co'llier Macmillan International, lk"c., 866 d Avenue, New York, NY 10022

Consumer Information Center, Pueblo, CO 81009

Delta Pi EPsilon National Office, Gustavus,Adolphus College, St. Peter, MN
56082

Dictation Disc mpany; 240 Madison Avenue, New York, N* 10016

Encyclopedia Britannica Education' ,Corporatiofi., N. Michigan Avenue,
hicgo11-60611

E4, Inc.; 1201 E. Johnson, Box 5037, Jonesboro, AR 72401

Feardil-Pitman-kblishers, Inc., 6 -Davis Di.,'Belmont, CA.94002

Follett Publishing Co., 1010 IN. Washington Blvd., Chicago, IL '60607
..

Forkner Publishing, Customer Service, P.Q. B.Ox 652, Ridgeyvood, NJ 07451

Glencoe Publishing Co., Inc., 17337 Ventura Blvd., Endino, CA 91316?

12Et



Geneva College, Dr. StewartLee, Beaver Falls, PA 15010

Gould Publicationa, 199 State Street, Binghampton, NY 13901

Harcourt Brace Jovahovich, Inc., 757 Third Avenue, New. York, 'NY 10017
a a1 °

Harper Et Roe, Publishers, Inc., 10 E. 53 St., New York, NY 10022

i.

Holt, Rinehart and Winston, Inc., 383 Madison Ave., New York, N-Y.10017

Houghton Mifflin,Co., One Beacon St., Boston,, MA 021 7-

Household Finance Corporation, Money Management Institute, Prudential Plaza, ,
Chicago, IL 60202.

r
Insurance Information Institute, 110 William St., New York, NY 10038

Internal Revenue Service, District Director, Understanding Taxes Coordinator,
P.O. Box 3036, Church St. Station, NY 10P08

&

Joint,. Council on Economic,Education, 1212 Avenue of the Americas, New York,
NY-10036

,

Laidlaw Brothers, Customer SerVice Department, Thatcher and Madison, River
Forest, IL 60305
7.

MPC Educational Publishers, 3829 White Plains Rd., BrOnx, NY 10467

1..Macm illan rublipingrCo., Inc'., 100A Brown St., "rside, NY 08075

McGraw-Hill International Book Co., 1221 Avenue of the Americas, Nev York,
NY 10020 -

McKnight Publishing Co., Box 2854, Bloomington, IL 61701

Media Systems Corp., 757 Third Ave., New York, NY 10017

Penny, J.C., Education,Division, 1301 Avenue of the Americas, Nev./ York, NY
10019 ' .

Prentice-Hall, Inc., Englewood Cliffs NJ 07632

Random House, Inc., 400 'Hahn Road, Westminster, MD 21157

Rowe, H. MI Co., The, 624 N. Gilmore St., Baltiinore,,MD 21217
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Saunders, W., B. Co., W. Washington Sq., Philadelphia, PA 19105

Scholastic Book Service, 904 Sylvan Avenue, Englewood Cliffs, NJ 0763

Science Research Associates, Inc., 259 Eat Erie Street, Chicago, IL 60611

Scott, Foresmaneand Co., 100 East =aka Ave., Glenview, IL 60025

Sears, Roebuck and Co., Customer Information SerVices, Dept. 703, Sears.,
Tower, Chicago, IL 60684

South-Western Publishing. Co., 510? Madison Rd., Cincinnati, OH 45227

Stenograph, P.O. Box 224, 7300 Niles Center Roed, Skokie, It 60076

Van.Nostrandifieinhold, 450 West 33 St., New York, NY 10001

Welch, J. Weston, Publisher, Box 658, Portland, ME 04104

Western Tape, 2761 Marine Way, ,Mountain View, CA 94042
r

Wiley, John Er Sqns., Inc., "605 Third Ave.; New York, NY 10016



PROFESSIONXL LITERATURE FOR
BUSINESS TEACHERS

tontinued professional growth should be the aim of every bUsiness,teacher.
Keepittig-abreast of new developments in the field of education requires time and
effort, but the rewards make the effort worthwhile. Business education teachers
shouldkmake every effort to read the professional literature in their field.

Following is a list of several business education publications:

THE ABCA BULLET)N
The. American Business Communications Association
317-B David Kin ley Hall
Univdsity of Illinois
Urbana, IL 61801

BALANCE SHEET
South-Western Publishing Co.
5101 Madison Road
Cincinnati, OH 45227

BALL STATE JOURNAL FOR BUSINESS EDUCATION
Department of Business and Office Administration
College of Business
Ball State University
Muncie, IN 47306

BUSINESS EDUCATION FORUM
National Business Education Association c,

1906 Assodiation Drive
Reston; VA 22091

BUSINESS EDUCATION JOURNAL
Divisiorrof Business- aid Business Education
Emporia State University
Emporia, KS 66801 -

BUSINESS EDUCATION WORLD
McGraw,-.Hill International Book 'Co.
1221 Avenue of the Americas
New York, NY 10020

BUSINESS EXCHANGE
Houghton Mifflin Company.
Department B
One Beacon Street
Boston, MA 02107

CALIFORNIA. BUSINESS EDUCATION JOURNAL
California Business Education Association
School of. Business and Economics
Humboldt State,University
Arcata, CA 95521
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CENTURY21 REPORTER
South-Western Publishing Co.
5101 Madison Road
Cincinnati, OH 45227

THE JOURNAL OF BUSINESS EDUCATION
Heldref Publications
4000 Albemarle St., N.W.
Suite 504
Washington, D.C. 20016

MISSISSIPPI BUSINESS EDUCATION ASSOCIATION JOURNAL
Mississippi Business Education Association
School of Business Administration
University of Mississippi
University, MS 38677

THE OHIO BUSINESS TEACHER
Ohio Business-Teacher Association
Department of Busineis Education
Bowling Green State University
Bowling .Green, OH 43403

THE SECRETARY
The National Secretaries Assocaiion
440 Pershing Rd.

Kansas City, MO 64108

TODAY'S SECRETARY
Gregg Division
McGraw-Hill ,Book Co.
1221 Avenue'athe Americas
New York, NY 10020

THE VIRGINIA BUSINESS EDUCATION. JOURNAL,
Virginia Business Education Association
School.of Business
Virginia Commonwealth UniOersity
Richmond, VA 23264

VOCATIONAL EDUCATION
The Journal of the American Vocational Association
American Vocational Association, Inc.
2020 N. 14th St.
Arlington, VA 22201



FBLA
FUTURE BUSINESS. LEADERS OF AMERICA

The Future BuSiness t.eeders of America (FBLA) is the national organization
for all young 'adults in high school and postsecondary institutions enrolled in
business programs. The organization, composed of over 8,000 'high school and
postsecondary chapters, operates as an integral part of the school program under
the guidance of business teachers, state supervisors, school administrators, and
businessmen.

The activities of the, FBLA provide an opportunity for business students to
prepare for business and office occupations. Members of FBLA learn how to
engage in individual and group business enterprises; how to hold office and direct
the affair of the group; how to work with representatives of other youth
organizations; and how to compete honorably with their colleagues on' he local,
state, and national levels. FBLA provides an opportunity for travel to state and na-
tional conferences and leadership conferences; visits to other chapters and to
business and industrial enterprises, and close contact 'with successful
businessmen and Women.

FBLA's acceptance as an organization of valUe for the student, is evidenced
by the fact that it is on the Approved List of National Contests and Activities of
the National Association of secondary-Schoolyrincipals.

. A national office is located in Washington; D.C. The FBLA Board of DirectOrs
i- establishes FBLA Policies in line with the vocational needs of business and office

education students.



PURPOSES

a

The p rposes of the BLA are to:

Develop competent, aggressive business leadership.

* Strengthen the confidence of young men arid Women in themselves and
their work. '

Create more interest and understanding in the, intelligent choice of
business occupations. 5

* Encourage young men an d women in the development of individual proj-
ects and in establishing themselves in business.

* Encourage young persons to improve the home and community.

* Develop character, prepare for useful citizenship, and fost r patriotism.

* Participate.in cooperative effort.:

* Encourage and practice thrift.

* Encourgge improvement in scholarshipand promote school loyalty.

* Improve and establish standards for entrance into business 'occupations.

One of thEimajor objectives of FBLA is to develop self-Confidence and strong,
aggressive bUsiness leadership so that these future businessmen and women may
participate more effectively in the busineSs and community 'lie of which they are
soon to be an ,integral part., MLA also serves as an effectiv, means of bringing
students together to deal with vocational preparation, national problems, corn-

. muniiji improvemdnt, and worthwhile relationships with local, state, and national
groups interested in the welfare of youTh.





EDS-50867

DEPARTMENT OF DEFENSE
OFFICE OF DEPENDENTS SCHOOLS

2461 EISENHOWER AVENUE
ALEXANDRIA, VIRGINIA 22331

MEMORANDUM FOR Director of Dependents Schools, Atlantic
Director of Dependents Schools, Europe

,Director ,of Dependents Schools, Pacific

October 5, 1978

SUBJECT: Essential Textbooks/Instructional Materials Listing for Business Education

It is a pleasure to provide you with the attached Department of Defense Dependents
Schools ( DoDDS) List of the Approved Essential Textbooks/Instructional Materials in.
Business Education,forthe indicated categories. Any future appropriated fund procurement'
of Business ucation Essential Textbooks/Instructional Materials for DoDDS must
conform to till 'sting until officially revised.

As you know, texts and materials provided by publishers for this review process were
studied extensively during school year 1977-1978 byformal review committees in each of
the, DoDDS rbgions. Those worldwide committees were composed, of students, parents,
and community representatives as well as professiohal educators; Detailed data, -

conformin'g to established criteria and _generated by each of these committees, were
reviewed in detail by the Business 'Education Task Group in their meeting of June 19-23,
1978. Essential Textbooks/Instructional Materials judged most suitable for,,achieving the
published DoDDS objectives within the DoDDS system have been included in the approved
list.

Your suppOrt of the DoDDS Business Education ESsentia I Textbooks/Instructional Materials
review is appreciated.

Anthony Cardinale
Director

SEP 2 1980
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APPROVED LIST OF ,

DoDbS ESSENTIAL TEXTBOOKS/INSTRUCTIONAL MATERIALS FOR
BUSINESS EDUCATION, GRADES 6-12

Table of Contents
Title of Program ,Page No.

Exploratory Business. 1

Personal Typing 1

Introduction to BusinesS 1

Consumer Education

Business Law

Business Mathematics 2

Typewriting I r. 2

Recordkeeping 2

Accounting I d q 2.
Accounting Il 2,

Data Processing

Typewriting II : 3

Shorthand I 3

Shorthand II 3

Machine Shorthand 3

Business English 3

Business Filing 3

Business Machines 3

Reprographics 4

Clerical Practice

Secretarial Practice 4 IF

Marketing/Management 4

Word Processing a- 5

Office Simulations 5

Career Information

DoDDS Systemwide Curriculum Development Committee 6

DoDDS Business Education Task Group 6



APPROVED LIST OF
DoDDS ESSENTIAL TEXTBOOKS/INSTRUCTIONAL MATERIALS FOR

BUSINESS EDUCATION, GRADES-6-8

Copyright
Title of Program t Author Publisher Date

Exploratory Business:
Project Discovery SoUthwesi Southwest

Learning (Iowa) Learning
Resources Resources
Center Center

Introduction to Busin:a1:3 & Kimbrell McKnight ..-

Office,Careers Publishing t;
1975

Company

Clerical Techniques fc 3 Kbstenbaum Allyn and 1975
Business Career Bacon

Exploring Careers Progr am South-Western 1974-
(Softcover and Minicases: Publishing 1976
20-30 Hours) Company

Exploring Clerical CareersRistau
Exploring Secretarial CareersReel

1
Exploring Dbta Process CareersBaggett
Expl9ring Wholesaling and
Retailing CareersEggland
Exploring Accounting CareersPlevyak

Personal Typing:
Personal Typewriting for JHS . Wanous and South-Western 1971
(Third Edition) Haggblade Publishing '%

Company

D.
1975 ,

r)

Introduction to Business:
General Business.forEconornio DeBrum, Haines, South-Western
Understanding M6Isbary and Publishing

Doughtrey Company,,

General Bir-iness for Price, McGraw-Hill
Everyday Living -Musselmani International
(Fourth Edition) and Hall Book Company
(Textbook, Transparencies,
Filmstrips and Records)

Consumer Education:
Consumer Action Morton and Houghton

. Rezny Mifflin
Compahy

1976

1972

1978.



1213 Inoss Law:
Applied Business Law

Business Law/30

Business Math.-. tics:
Math for Business Careers

Business Mathematics/30

Applied BusitiRss Mathematics

Mathematics fOr Daily LiVing)

Typewriting I:
Century 21 Typeriting

Recordkeeping:
Practical Recordkeeping I, II

General Recordkeeping

Houston House: A Job-
Training/Office Simulation
Approach to Recordkeeping

Accounting 1:
Century 21, Accounting
(Second Edition)

.

AccoUnting 11: 7
Century 21, Accounting,
Adv. Course

Fisk and
Muetus

Rosenberg!
Bonnice

South-Western
Publishing
Company

McGraw-Hill
.nternationalr
Book Company

1977

1976

1'
10 Huffman, McGraw-H ill 1975

Twiss,
Williams

Internati nal
Book C mpany

Rosenberg,
Lewis, and

Mc aw-Hill
International

1975

Poe Book Company
4

Fairbank South-Western 197$
Publishing Company

Lewis LiTn1975

Ed cationth)
fishing

Lesgenberry,
Crawford,
Erickson, .

International,

South-Western
Publishing
Company

1977

Beaumont, and
Robinson

Baroniand South-Western 1975-

Steinfeld 1976
Company

Huffman,
Stewart

McGraw-Hill
International

1976

Book. Company

Cotton,
Lima, and

McGraw-Hill
International

1976

Koeppen Book Company

Swanson,
Boynton,
Ross and

South-Western
Publishing
Company

1977

Hanson

I3oynton,
Swanson, Ross
and Hanson

1978South-Western
Publishing
Company



Data Processing:
Introduction to Data
Processing

IntrodUction to Computer
Data Processing,

Introductory.Data Processing,
An. Intensive Course
(Second Edition)

Typewriting II:
Century 21 Typewriting

Shorthand
Gregg Shorthand,
Latest Edition

ShOrthand
Gregg Shorthand;
Latest Edition

. MachineShorthand:,"
Touch Shorthand

Book 1, Keybo rd and. Theory
-Book 2, Beginning Skill
Development and Transcription,

Business English:
-Business English and
Communication
(Fifth Edition)..

I

Businest Filing:
Business Filing and
Records Control

Business Machines:..
Office Machine Course

Robichaud,
Muscat, Hall

Wu.

Wanous,
Wanous and
Wagner

McGrayv-i- II
. InternaNr...D1

Book Cornmap,

Harcourt

Jovanovici-
Internatiomil
Corporatior.

South - Western
Publishing
Company

Lessenberry, South-Western .

Crawford Publishing
Erickson, Company
Beaumont and'
Robinson

Gregg,
Leslie,
Zoubek

Le-

Lemaster,:*'
Strony r.

Stenograph
Stenograph
StenOgl-aph

. Stewart,
Lanham,
2irrimer,JCIark
and Stead

McGraw-Hill-
International
Book Company.

.,;,

,international ,

rook Company'

Bassett and
Goodman '

Cornelia,
Pasewark and
Agnew

-71

St ograph4

McGraw-Hill
-International

Book Company

South-Western
'Publishing
'Company

South-Western
Publishing
Cornpany

1977

197

197?

1978

1978

1976.
1976
1977

1978

1974

1971



Ten-Key Adding-
Listing Machine Course'

Electronic and Mechanical
. Printing Calculator Course

Electronic Display
Calculator Course

Reprographics:
Duplicating Machine Processes:
Stencil, Fluid, Offset, and
Copier

Duplicating Machine Operation
and Decision Making

Clerical Practice:
Multi-Media Modules in
Business and Office Education
(Tapes, Filmstrips, Brieli lets)

1. Secretaiial
2. Clerical

Clerical Office Procedures
- (Sixth Edition)

Secretarial Practice:
Secretarial Office PrOcedures
(Ninth Editipn)

Today's Women

Marketing/Management:
Marketing-inAaidri
(Eighth Edition)

Business Principles and
Management

Fundamentalg of Selling,
(10th Edition)

Retail Merchandising O

Pasewark and
ornelia

Pasewark

Pasewark

Pasewark

Kupsh and
Joyce

Rohr/Schatz

Meehan,
Pasewark and
Oliverio

Oliverio and
Pasewark

Whitcomb and
Lang

South-Western
Publishing
Company

South-Western
.Publishing
Company

South-Western
Publishing
Company

South-Western
Publishing
Company

Collier
Macmillan
International
Company

Western Tape

. ,

South-WeStern
Publishing
Company

.South-Western
Publishing
Company

McGraw-Hill
International
Book Company

° Warmke, Palmer South-Western
and Nolan Publishing

Company

South-Western
Publishing i

Company

South - estern
Publishing
Company

7

South-Western
Publishing
Company

Shilt, Everard
and Johns

Wingate and
Nolan

Wingate and
Samson

1973'

1974

1975

1975

1972

.1974-
1977

1978

1977

.1976

1976

1976

19'76

1975

4
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Word Ptocessing:
;The IBM Memory Typewriter , Cecil Western Tape 1977
(Cassettes)

Office Simulations:
A La Cane Enterprise Ruey McGraw-Hill 1976

International
Book Company

Lester Hill Office Krawitz McGraw-Hill 1971
Simulation International

Book Company

Carder Information:
Business Career Opportunities Houghton 1978
Box (125 Varnishkd Cards). Mifflin

Company /4"h

Careers in Office Services Butterick 1975
,(Cassettes/Filmstrips) Publishing
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