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THE SUPPLY CATALOG
STUDENT MANUAL PAGE 1

LET'S BUY SOMETHING

Through A Catalog

N\

OR
“HOW TO USE A SUPPLY CATALOG"”

Let’s buy something — through a catalog. We
all spend money — everybody does; you do, | do,
schools do, churches do, businesses do, and even govern-
ments do. We all need things to do things with. Every-
one and every business needs supplies.

Pens, pencils, paper, staples, textbooks — all these
things are used today in thic class. All these things are
what your teacher would call SUPPLIES. Where did
they come from? How did they get to your school?
How much did these supplies cost?

Why do you need to know how to use a catalog?
Because, all of these supplies must be purchased, they
were ordered from someone, at some time, from a
catalog.

(2
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Take a pencil for example; someone made it, but before it could be made, supplies had to
be purchased — paint, wood, lead, rubber, and metal.

Everyone in a business office needs supplies — pens, pencils, staples, etc. We need many
supplies here at our school. The person who does the ordering of supplies often has the title of

SUPPLY CLERK.

A supply clerk lists needed supplies with the catalog number on a purchase order form. He/she
checks code numbers and descriptions to see that they are correct and makes sure all the arithmetic
is correct. Accuracy and detail are an important part in the job of the supply clerk.

After the purchase order has been checked for accuracy, it is signed and dated by the super-

visor.

At some time in your life you will order or purchase an item through a catalog, either for
personal or business use. Therefore, you will need to know what you are going to learn in this

manual,
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What You Will Learn To Do

Follow instructions.

Locate and list items found in a catalog.
Correctly describe and code each item.
Determine the unit price, and the quantity price.
Total your order and figure the tax.

U

In this manual we are going to assume you work in the school’s business office, and you are
the school’s Supply Clerk, the person who orders all the supplies for your school, John F. Kennedy
High.

Get a Supply Catalog from your instructor and seven
(7) Purchase Order forms.

Turn to page 'x. in the Supply Catalog and follow
along in it as you read through this manual. This means
reading both sets of instructions and a form at the same
time.

You will need the following additional information about the school you are working for to
successfully complete a purchase order.

A. School’s location No.

Your school is John F. Kennedy High School. Every school in the district is given
a computer code number. Your number is 52.

B. Department No.
Within your school there are several departments. Each school department is assign-

ed a code humber also.

Physical Education ......... 451
Fine Arts and Homemaking. . .452

7
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industrial Arts. . . .......... 453
Business Training. . .. ....... 454
Foreign Language .......... 455
SCIENCE « v vt v v 456
Math...ooeieeineneeend 457
English ....ovvvevivveens 458
Special Education.......... 459
Social Science .. .. ..o v i nnn 460
Administration . . .......... 470
' Library ... .ccviiiiiiinnn 471
C. Date

Use today's date. Day — Month — Year.

D. Confirming P.O.
This means Purchase Order Number. Confirming means — The finznice department
has given their okay for you to buy. |f some supply is needed in a hurry, this P.O.
numt;er can be obtained from the person in charge over the telephone. Normally
it is placed on the P. O. (purchase order) after the orders are sent by you, the
supply clerk, to the finance office. This means that you do not need to put the order
number on your purchase order.

**(Really all of this information is of vital importance.)

ERIC | 8
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E. Page No. of Pages.
If you had a five page order, your pages would be numbered as follows:

Page No. 1___of _5___pages.

Page No. 2__of__5___pages.
Page No. 3__of__5___pages.
Page No. 4___of__5___ pages.

Page No. 5___of__b___pages.

This is an example of what is meant by sequentially or in sequence. Got the idea?
This way you can keep an entire order together, knowing how many pages there are
in the order, or should be. It is an easy way to tell if a page is lost or misplaced.

F. Submitted by.
Put your name here. You
are the person filling out the order
form.

G. Principal.

The Principal is your boss
or supervisor. For the activities in
this manual, have your teacher sign

your orders, since he/she is your
supervisor in this class.

H. /tem No.
Look at the sample order
form. Can you see how each separ-
ate thing listed is given an “item

no.’”’? See what the district means by
their definition. When you make out
your order forms, /ist no more than

the (10) items per page.
I.  Quantity.

This is how many you want
to order of an item. See your sample.
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J.  Unit of Measure.

For axample, a unit of measure could be: A box (bx), a pound ( $£), each (ea.), a
dozen (dz.), a quire {qr) — a quire is 24, a gross (grs) — a gross is 12 dozen or 144, a
carton (ctn).

K. Catalog No.

This is the code number given to each item the company carries. Be very careful
when writing down this number: if the number is wrong, it can change the item ordered.
See item # 3 on the sample order form, page 9. Its catalog code no. is W663311.

L. Description.

Describe the itocm, and give the seller’s specifications. Specifications means the size
or how heavy it is. For example, the size bottle of rubber cement you want to order (see
item 1) is a 2% oz. bottle. When you write out your purchase orders, /ist the full
description as stated in the catalog.

M. Unit Price.
The price for each unit of measure.

N. Total Price.

To make an extension means multiply the quantity times the unit price (2 ea. x
$1.95 = $3.90). When you total your purchase order forms, total each page separately,
after making the extensions. This will give you the sub-total, (the total before the sales
tax is added.)

Sales tax. The sales tax is 6% in this area. You can either multply the sub-total (see
your sample) $37.80 x .06 (6% as a decimal) and get $2.27, or you can look up the
answer on the tax schedule at the back of this manual.

Do you know how to use a tax chart? |f your answer is YES, jump over to
the paragraph “LET'S CHECK". If your answer is NO, then proceed with the
following.

Assume you made a purchase with a sub-total of $5.82. Look at the tax schedule at the back
of the book. In column one entitled ‘transaction’ — go down the column until you come to the
figures of 5.76 — 5.91. $5.82 falls between these numbers, so look in column two under ‘tax’ and
see that the tax in that columnis .35 ... Very Easy . ...

-
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LET’'S CHECK to make sure that you really know how to use a tax chart. What
is the tax for the following amounts?

a. $ .39 d. $100.05
b. $ 5.50 e. $275.86 *
$28.50 *This takes some good figuring. If

you can’t figure out how it is done,
see your teacher.

Your answers should be: .‘

ipooY ‘'GG'9L$ @ 00'9$ ‘P LLg ‘ee" $ 'a ‘c0'¢ e

Activity 1

l- Type or Frint plainly. Make cure you have a good sharp pencil or a pen.

The Foreign Language Department wishes to order
the following items from the school district’s supplier,
Jones, Lopez & Zung Office Supplies Company:

2 bottles of rubber cement, 2%z oz.
12 dozen bars of hand soap
4 bx. of thermo-fax copy paper, size
8% x 11.
8 reams of white mimeograph paper, size
8% x 14, 20 weight.
10 red ball point pens, fine paint

Using all the above information and the informa-
tion on page ‘x’ that you have just learned, fill in your
first P. O. When you have filled in all the blanks and
are satisfied that every detail is complete and correct,
turn the page to check it, step-by-step.

READY
SET
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DONT
PROCEED

ONE
STEP
FURTHER

DZF — 4

you have: Filled in all the blank space on

the top of your P.O.

=
[
-
2

you have: Written the order out in every

UNTIL . ..
detail.

. . you have: Calculated all of your exten-

d sub-totaled your order.

UNTIL .

sions an

. you have: Added the necessary tax and

totaled yvur order.

UNTIL . .

O

Aruitoxt provided by Eic:

E



Y. 0.U. R. UNIFIED SCHOOL DISTRICT

BUSINESS TRAINING CENTER
For instructions refer to page 'x’
of your supply catalog, P. 0. No, D
PRINT OR TYPE PLAINLY Page vk of _L_Pages.
School or lacation NA_S2 Department No, B4/5: Date:CIQML’L Submitted byF (YorepAmz)
Principal (YouR TEACHER SléNATVER)
Hi 1 |Jui | Company name:_Jpws, LOPE2 § 2UNE M N
ltem of K Address: = Unit Total
No. |Quant. | Mess. Catalog No, L Description Price Price
2 | Br | wiises | qement ge - 2502 A8 | b
/Y| &R | W3WY105 | SeAR BAR HANY A3 | /872
4188 | Wwel 3R | PAPER, THERMO-PAR COPYET3%)) b0 | 6o
- - — TVPE & _BUFE " Jom ekl
om | wrgssi | peree mumgp §'hsaiy wpire 2owr | 116 | 928 |
Jo | EA | Whb33l | REDBAL POINT PENS- FiNE 08 80
g
0+
Subtotaly  £0.76 gﬁ
. N{ T 485| 3§
activity g samove Total | $ 5.6/'§§
10 gs
ERIC'Y 14w
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Let's check through the activity. Turn to

page 9 in this manual. Compare your copy carefully with this sample. First of all, did you place the
school’s number on the form? Did you remember the number? Look it up if you forgot. Did you
include the Foreign Language Department’s code number, and use today’s date? You are the person
filling in the form; it is being submitted by you, so use your name. It is being okayed by whom?
What should your number sequence read?

answe l'. e o Your answers at this point should be: School 52, Dept. No. 455,
today’s date, your name, and your teacher’s signature. It is only a one page order, so it is ‘'Page

No. 1. of _1_Pages.

mo re ... Let'scontinueon......

Notice item No. 1 — we bought 2 bt. catalog « W131805 of rubber cement — 2% oz. — 18 each.
Did you make the extension? Can you see how it was done? Your answer should be 2 x .18 = .36.

watch those decimals

(1f the decimal is wrong the answer is wrong!) Did you see how all the extensions were made?

be careful

(Don't confuse the item number with the quantity number!)

a nSWC r e ¢ o The sub-total is $80.76. Does yours agree?
The Grand Total is $85.61. This answer was obtained by adding the

sub-total of $80.76 and the tax of $4.85. Do you remember how to use your tax chart? Refer to
page 6 if you forgot.

When you have completed this activity turn it in to your instructor.l 5

O
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Type or Print Plainly,

I.Activity 2

Coach Wes Wrestler in the P.E. Department at Kennedy High School wants to order the fol-
lowing supplies from Al’s Sporting Goods Store.

% dozen light bulbs — (lamps) for their filmstrip projector model » DFW 500w
2 box of thermo-fax spirit master, 8% x 11
1 garbage can — no lid.
1 case soap luron powder
24 red checking pencils
dz. Laundry bag for towels
doz. Baseballs, high school level -
dz. Basketballs, Official size., Sr.
doz. Footballs, official size
Stop Watch
pints rubbing alchohol
bx Band Aids
pkg's Sterilized Cotton Balls
case Mimeograph paper with 3 holes, white, 8% x 11, 20 weight.

¥

= N O = = WwWw

With the above information fill in your purchase order form, leave nothing blank. Please make
the extensions, sub-total, and add the tax from the chart.

You will need to use more than one form for this order; total each page separately. However,
keep your item numbers on both pages in order. If you know how to use an adding machine You
may use one to total your forms. |f so, please attach your tapes.

ERIC - 1g
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aﬂswe r e @ o | hope that you remember to list no more than 10 items on the first
page of your order. If you listed them in order, and all of your extensions and the added tax were
correct, your answer for page one is $422.30. /f your answer is correct, do the second page, and
turn them both in to your instructor. '

HOPE THIS ISN’T YOU

If your answer is wrong, follow the procedure listed below to help you discover your mistake:

Check your addition.

Check your multiplication.

Check the tax table; be sure you “’picked up’’ the right amount.

Haven’z found it yet? If your math calculations are not the problem, then check
each item again to be sure it is the right item ordered and that you copied it down
correctly. Can you read your numbers or is your printing the problem?

5. If, after doing all of the above, you still can’t come up with the solution, see your
supervisor (teacher).

W~

FOUND YOUR MlSTA'KE ... GREAT!!! Make your corrections neat and legible. Then turn
the purchase order in to your instructor for approval and a grade.

GO ON TO ACTIVITY THREE. JPueeyy  W—> >
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Activity 3

Remember to print and be very careful in copying down the exact information. It is
a lot easier to do it right the first time. '

W

\) i

I

'}

‘1
Ui

Mrs. Betty Bacon in the Homemaking Department wants the following items from the Ware-
house:

3 Dust pans 12"

3 Plastic Brooms

1 pkg. Steel wool - medium

900 Straight pins- 1 1/16 inch

6 1/2'"" oxhair brushes

% dz. 3/4" oxhair bruches

1 c¢s. Scouring Cleanser

5 gl. Hand liquid soap
21 Expense reimbursement requests

When you have checked and double checked Your form and you are sure that it is 100%
correct, turn this purchase order in to your instructor.
s

kS

r
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ctivity 4

Complete this Purchase Order in the usual manner.

Let's try an order for the Business Training Department. Ms. Biz, the department head, wishes
to order the following from San Jose Office Supply:

2 Scissors 9"
6 Staple removers
2dz. Typewriter ribbons for the IBM Selectric, nylon
1000 Message forms

4 Teacher plan books

12 cans Hand Cleaner
1 case Ditto paper, Goldenrod

1000 Memo routing slips
2 Black Board Cleaner
1 bx Envelopes, white, letter size, 4 1/8 x 9 1/2
100 rolls Adding machine tape, 3 1/2"

5 bx Assorted rubber bands
7 pkgs Razer blades, single edge

10 Notebooks, stenograph
1 Teypwriter Cleaner
1dz Ditto Correction fluid
1 bx File labels — canary — roll

12 Type erasers, pencil style and brush

10 bx Dittos, Duplicating Masters, 8 1/2x 11 1/2 ' %\

Z n))

When you are sure that this order is filled out

correctly, turn it in to your instructor for a grade.
GOOD LUCK!

How did you do????? 100% correct! | knew that
you could do it.
GREAT!
See what a little confidence in yourself can do.

You are just about through with this unit. All you
have to do is answer a few questions, fill in one more
order form, and you are done. That is take your Post- ~——— ' i
Test. ) -

Do you need to do any reviewing? Now may be a
good time. Remember to pass this unit you must get a 4 9
score of 90% or better. +
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There are many types of Purchase Order forms and supply catalogs. Now that you have done
these activities with such ease and accuracy, future work with different catalogs will be a snap for
you. Remember that when you use a catalog it is accuracy and attention to details that you really
need to practice.

DDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDDﬁDDDDDDDDDDDDCIDDDDDDC

Turn in this manual and any working papers that you have. Get a copy of the POST-TEST
from your teacher and let’s really see what you have learned.

WOW, | AM DONE AND 1 DID IT REALLY WELL.




TAX SCHEDULE

6%

v

Transaction | Tan | Transaction | Tax | Transaction | Tax Transaction | Tax | Transaction | To | Transaction | Tax
01- 10| 00] 8.49-858 | 51 (16.92-17.08 1.00 95,49-25.56 | 1.53 | 33.99-34,08 | 2.04 40.42-40.58 | 0.5
A1~ 99| 01] 859~ 874 | 52| 17.00-17.24 11,03 95.50-25.74 | 1.54 [ 24.09-34.94 | 2.05 | 42.50-42.74 | .56
93- 39| 00 875-891| 53 17.95+17.41 | 1.04 95.75-05.01 | 1.55 | 34.25-34.41 | 2.06 [ 42.75-42.91 | .57
A0~ 561 031 8.92-9.08 | 54117.42-17.58 | 1.05 95.00-96.08 | 1.56 | 34.40-34.58 | 2.07 | 42.92-43.08 | ©.58
57 73| 04| 9.08-9.24 | 55 17.59-17.74 | 1.06 96.09-26.24 | 1.57 | 34.59-34.74 | 2.08 | 43.09-43.24 | 2.59
- 90| 05] 9.05-9.41| 5617751791 |1.07 96,25-06.41 | 1.58 | 34.75-34.91 | .09 | 43.25-43.41 | 2,60
011081 .06 9.42-958 | 57 11.99-18.08 | 1.08 96.49-96.58 | 1.59 | 34.99-35.08 | 2.10 | 43.42-43.58 | 2.61
1.00- 1.94 | 071 9.59-9.74 | .56 18.09-18.24 | 1.09 96.59-26.74 | 1,60 | 35.09-35.04 | 2.11 | 43.59-43.74 | 2.62
1.95- 141 | 08| 9.75- 991 | 59 18.25-18.41 | 1.10 96.75-06.91 | 1.61 | 35.25-35.41 | 2.19 | 43.75-4391 | 2.6
140- 158 | 09| 9.92-1008 | .60 | 18.42-18.58 | 1.11 96.99-97.08 | 1.62 | 35.42-35.56 | .13 | 43.92-44.08 | 2.64
159- 1.74 | 10 | 10.09-10.24 | .61 | 18.59-18.74 | 1.12 97,00-07.94 | 1,63 | 35593574 | 2.14 | 44,00-44.24 | 2.65

175~ 1.91 | 91| 10.95-10.41 | 62| 18.75~18.91 | 1.13 97.95-07.41 | 1.64 | 35.75-35.91 | 2,15 | 44.25-44.41 | 2.66
1.99- 2.08 | .19 10.49-1058 | .63 | 18.92-19.08 1 1.14 97.49-97.58 | 1,65 | 35.99-36.08 | 2.16 | 44.42-44.58 | 2.67
000- 9.94 | .13110.59-10.74 | .64 | 19.09-19.94 | 1.15 97.59-07.74 | 1.66 | 36.09-36.24 | .17 [ 44.59-44.74 | 2,68
995- 041 | 44 ]10.75-1091 | .65 ] 19.25-19.41 | 1.16 97.75-97.91 | 1,67 | 36.85-36.41 | 2.18 | 44,75-44.91 | 2.69
90.40- 0.58 | .1511092-11.08 | 66 | 19.49-19.58 | 1.17 97,09-98,08 | 1,68 | 36.42-36.58 | 2.19 | 44.92-45.08 | 2.70
9.59- 274 | 16 111.09-11.24 | 67| 19.56-19.74 | 1.18 98,09-96.94 | 1.69 | 36.59-36.74 | .90 [ 45.09-45.94 | .71
975- 991 | 171 11.95-11.41 | 68 19.75-19.91 | 1.19 98.25-98.41 | 1,70 | 36.75-36.91 | 9.91 [ 45.25-45.41 | 2.7
909~ 3.08 | .18 | 11.40-11.58 | 69| 19.92-20.08 | 1.20 98.49-98.58 | 1.71 | 36.99-37.08 | .99 | 45.42-45.58 | 2.13
300- 3.04 | 991 11.5911.74 | .70 [ 20.09-90.24 | 1.21 98.59-08.74 | 1.72 | 37.09-37.94 | 2.93 | 45.59-45.74 | 274
305- 3.41 | .90 11.75-11.91 [ .71 20.95-2041 | 1.2 98.75-28.91 | 1,73 | 37.25-37.41 | 2.4 4;.15-45.91 2.15
349- 358 | 1 [11.92-12.08 | .79 | 2042-90.58 | 1.3 o 98.99-29,08 | 1,74 | 37.49-37.58 | 2.25 | 45.99-46.08 | .76
350 374 | 90 | 19.06-1204 | 73 | 2056-90.74 | 1.94 3¢ 2909-2924 11,75 31.50-3174 | .96 | 46.09-46.24 | 217
395- 301 | .93 |10.95-10.41 | .74 (20.75-2091 1.5 99.25-00.41 | 1.76 | 37.75-3191 | 2.97 | 46,25-46.41 | 2.78
390- 4.08 | 94| 19.49-19.58 | .75 [ 20.92-21.08 | 1.26 » 99.49-09.58 | 1.77 | 37.99-38.08 | 2.98 } 46:42-46.58 | 2.79
400- 404 | 951 12.59-12.74 | 76| 21.09-21.04 | 1.2 X 99.50-99.74 | 1.78 | 38.09-39.04 | 9.99 | 46.59-46.74 | 2,80
495- 441 | 96119751291 | 77 91.95-21.41 1.8 g 29.75-99.91 | 1.79 [ 38.25-38.41 | 2,30 | 46.75-46.91 | 2.81
440~ 458 1 97(19.92-13.08 | .78 | 91.49-21.58 | 1.29 1 99.92-30.08 | 1.80 | 38.49-38.58 | 2.31 | 46.92-47.08 | 2.82
A50- 474 | 981 13.05-13.24 | 9| 21590074 {130 m 30.09-3094 | 1.81 | 28.59-38.74 | 2.39 | 47.09-47.24 | 283
475 491 | .99 | 13.95-13.41 | .80 | 24.75-21.91 | 1.31 © 30.95-30,41 | 1.80 | 38.75-38.91 | 2.33 | 47.95-47.41 1 284
499~ 5.08 | .30 | 13.42-1358 | .81 91.92-22.08 | 1.32 f: 30.40-30.58 | 1.83 | 38.99-39.08 | 2.34 [ 47.42-47.58 | 2.85
5.00- 5.04 | 31| 1350-13.74 | .82 | 22.09-92.24 133 m 3059-30.74 | 1.84 | 39.09-39.24 2,35 | 47.59-4774 | 2.86
595- 541 | .30 13.75-1391 | .83 | 20.25-20.41 1.34 20.75-30.91 | 1,85 | 39.95-39.41 | .36 | 47.75-4191 | 2.8
540- 558 | .33 ]13.92-14.08 | .84 99.49-99.58 | 1.35 20.99-31.08 | 1.86 | 39.42-39.58 | 9.37 | 47.92-48.08 | 2.88
850~ 5.94 | 34| 14.09-1494 | 85 99.59-09.74 | 1.36 31,09-31.94 | 1.87 | 39.50-30.74 | 2.38 | 48.09-40.94 | 2.89

‘%ﬁ;_m. * 1495-14.41 | .86 1 22.75-22.91 { 1.37 31.95-31.41 | 1.88 | 39.75-39.91 | 2.39 | 48.25-48.41 2'9%0
008 | 0| 14.40-14.58 | .87 | 92.92-23.08 138 31.49-31.58 | 1,89 | 39.99-40,08 | 2.40 | 48.42-48.58 | 2.91
6.00- 6.04 | 37114591474 | 88 | 23,09-23.94 1.9 31,50-31.74 | 190 | 40.09-40.94 | 2.41 | 48.59-48.74 | 2.9%
695~ 6.41 | 38| 14.75-1491 | .89 | 23.25-23.41 1,40 31.75-31.91 | 1.91 | 40.95-40.41 | .43 | 48.75-4891 | 2.92
6.40- 658 | .39 | 14921508 | .90 | 2348-23.58 1.41 31.99-39.08 | 1.99 | 40.40-40.58 | 2.43 | 48.99-49.08 | 8.94
050- 6.74 | 40 15.09-15.94 | 91 23.59-23.4 1.4 210,00-30.04 | 1.93 | 40.59=40.74 | .44 | 49.09~49.24 | 2.95
675~ 691 | 41 ]1595-1541 | 9% 93.75-93.91 | 1.43 30.95-39.41 | 1,94 | 40.75-40.61 | 2.45 | 49.95-49.41 | 2.96
699- 708 | 42| 15491558 | 93 03.99-4,08 | 1,44 30.49-32.58 | 1.95 | 40.99=41.08 | 2.46 | 49.42-49.58 | 2.97
200- 704 | 43| 15591574 [ M 04,09=34.24 | 1.45 30.50-30.74 | 1.96 | 41.00-41.94 | 2.47 | 49.59-49.74 | 2.98
205- 741 | A4 | 15.75-1591 | 95 ] 24.25-24.41 146 30.75-30.01 | 1.97 | 41.95-41.41 | 2.48 | 49.75-49.91 | 299
TA%- 158 | 45 | 15.99-16.00 | .96 | 24.48-04.58 | 147 30.99-33.08 | 198 | 41.48-41.58 | 2.49 | 49.99-50.08 | 3.00
780- 104 | 46| 16.09-1694 | 97 94.50-94,74 | 1.48 33,00-33.04 | 1.99 | 41.59-41.74 | .50 | 50.09-50.24 | 3.01
295~ 191 | 47| 16.95-16.41 | 98 | 24.75-2491 149 33.95-33.41 | 2.00 | 41.75~41.91 | 2.51 | 50.85-50.41 | 3.00
700~ 8.08 | .48 | 16.42-1658 | 99 24.99-95.08 | 1.50 33.49-33.58 [ 2.01 | 41.99-42.08 | 2.5
0.09- 8.94 | .49 | 16.50-16.74 | 1.00 | 25.09-25.24 1.5 93.50=33,74 | 2,00 | 42,09-42.94 | 9.53
8.95- B.41 | 50 | 16.75~1691 | 1.01 | 25.85-05.41 150 33,75-33.91 | 2.0 | 49.95-42.41 | 254
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THE SUPPLY CATALOG
CATALOG PAGE x

Y.0.U.R. District Purchase Order form
Instruction For Use . ..

BREAKDOWN OF FORM BY ITEM

School or Location No.:
The two digit numbers assigned to that particular destination to which the book, sup-
plies, or equipment are to be delivered.

Department No.:
The three digit number assigned to the particular department placing the order.

Date:
The date the form is made out. Indicate if for other than the current school year.

Confirming P.O. :

The Purchase Order No. will be issued by the Finance Department at a later time — you
will not need to complete these activities.

Page No._____of ____pages:
Number the pages sequentially for each order to the same vendor.

Submitted by:
The name of the person placing the order (you).

Principal:
Authorized Supervisor.

Itern No.:

Assigh a number to each item beginning at one (1). If more than one line is used to order
one item all lines will have the same item number.

Quantity:
The quantity {number) desired.



THE SUPPLY CATALOG
CATALOG PAGE XX

Y.0.U.R. District Purchase Order Form
Instruction for use
Breakdown of Form by ltem, continued

J.  Unit of Measure:

The unit of measure urder which the item is ordered. Please list the same way as in the
catalog.

K. Catalog No.: .
Y.0.U.R. Supply Catalog number.
Y.0.U.R. Text & Supplement Book catalog.
Catalog number for outside order if applicable.

L. Description:
List the description and vendor specifications.

M. Unit Price:
How much each item costs.

N. Total Price:
‘Make all extensions and then total.

TYPE OR PRINT PLAINLY!

v

NOTE: This catalog is used to order from the following companies:

Al’s Sporting Goods
California Chemical Company
San Jose Office Supply
Y.0.U.R. Warehouse

o
o




STOCK NO,

W752068

W752069
We60101
WG60103
EG60105
We2127
We21131
Wa21139
WI52070
WI52071
WI52182
W75210
We60307
We60308
WB60311
WI30101
W130108

W340907
W340920
W340940

ot

UNIT PRICE
14,03

100
21
21
21

265
A0
65

132

132

5.86

5.70
38

142
Al

2.25
56

2,05
115
£0

EA
BX
BX
BX
BX
BX
BX
EA
EA
EA
EA
EA
EA
PKG
PKG
EA

EA
EA
EA

SUPPLY CATALQG

ITEM!!**I‘******ii*i*DESCRlPTlON
Alum For Swimming Pools 100 /sk
Bag Laundry Lt. Wt. for Towels

Band Rub Asstd 4 0z/bx
Band Rub 14 2x1/16 4 oz/bx

+ Band Rub 18 3x1/16 4 oz/bx

Bandage Gauze Pad 4x4

Bandage T riangular

Bandaids 3/4 inch 100/bx

Baseball, Rubber Covered, 12inch Jr. High + High School
Bassball, Rubber Covered, 12 inch for K-8
Basketball Sr. Ofel

Basketsball Jr, Ofcl

Binder Acco Press, Black 8 1/2x 11

Binder Riino-Flex 11 x 14 7/8 for 1BM listings
Blades, Razor single edge

Book Comp 6 x 9, 12/pkg

* Book, Teacher Plan 11x9 3/8

Broom Household Type Plastic
Brush Counter Cust 9 in.
Brush Deck Scrub 9 in

L 3IDVYVL DOIVWLVYD
SOIVALYD AlddNS IHAL



_SUPPLY CATALOG Page 2
STOCK NO. UNITPRICE UM ITEM**orexerarxaar st DESCRIPTION
W340942 2.60 EA Brush Floor 14 in4 in Bristie
W131206 242 Dz Brush Oxhair 1/2inch
W131207 4,55 Dz Brush Oxhair 3/4 inch
W131301 6.15 Dz Brush Oxhair 1 inch
W660790 25 EA Brush Typewriter
W131711 230 Dz Brush Water Color Sz 2
W131715 268 Dz Brush Water Color 5z 4
W131721 333 DZ Brush Water Color Sz 7
W131731 6.65 1) Brush Water Color Sz 12
W341109 14,60 EA Bucket Mop W/Caster 35 Qt,
W341303 445 EA Can Garbage 45 G| W/0 lid
W341305 370 EA Can Trash 50 Gal L. Wt Green Metal
W132211 1.56 EA Clay Moist Buff Firing for Throw and Sculpture 25/lb. sk.
W132213 1,58 EA Clay Moist Red Burning for Throw and Sculpture Ter. Cut. 25/1b Sk.
W341518 2.10 EA Cleaner Blackboard ZEP
W661358 80 EA Cleaner Glass Masterfax 6 oz,
W661350 1.2 EA Cleaner Hand, Pressurized 10 0z, can
W341517 8.80 EA Cleaner Mop Treat 5 Gal Hillyard .
W341514 13.72 EA Cleaner Rug Shampoo 5 Gal
W661356 50 EA Cleaner Typewrite, 2 0z,
W341516 1.3 1] Cleaner Vomnit Odor Control Compound Qt . 29
W341519 750 Cs Cleanser Comet 48/cs
E822109 250 PKG Cotton Balls 2000/pky Steilzed Med. Sze
ERIC

== 8
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SUPPLY CATALOG Page 3

STOCK NO. UNIT PRICE UM ITEM* #* ¥ xrxrxrvars2DESCRIPTION
W752191 4N EA Distomaceous Earth for Swimming Pools 50+ sz.
W822401 05 EA Dropper Medicine

W661629 2.12 BX Envelopes, Large letter sz, 4 1/8x 9 1/2, 500/bx, White
WB61631 6.00 BX Envelopes Open-end, Glue Flap, 6 x 9, 500/bx
661633 300 BX Envelopes White, Printed 6%, 500/bx

Wg61635 2% BX Envelopes White Printed § 24 No. 10 500/bx
661637 310 BX Envelopes White Printed Cutlook, $24, No. 10 500/bx
We61670 55 EA Eradicator Ink 2 solutions

W661705 14 EA Eraser Typewriter Pencil Shaped wibrush

W260566 02 ST Expense Reimbursement Request 3/st

W260576 0 EA First Aid Notice

W661940 8 EA Fluid Correction Ditto

W661960 32 EA Fluid Correction Mimeo

W661980 1,05 GL Fluid Duplicating

W661981 1709 cs Fluid Electronix for Savin Machine 200-220-230
W752330 6.70 EA Foothall Rubber Covered Ofcl Size

W752331 6.70 EA Foo:hall Rubber Covered Intermediate Size PFC-4 Pen
W752334 6.01 EA Football Rubber Covered Jr, Ofcl Size

W260581 25 PD Grade Change NCR 100/pd

€ IDVL DOTIVALVD
DOIVAYD AlddNS IHA



STOCK NO.
W134999
W330801

W662543
WB62545
W662547
W343106
W151252
W151253
W151254
W151257
WE62596

W662601
W662603
W260749
W260756

W343770
W343772
W193147
W822403

ERIC

Full Tt Provided by ERIC.

UNIT PRICE

317
A

30
30
30
1.9
85
332
242
3.21
150

2.15
320

05
20

169
12
350

BT

EA

BX
BX
BX
EA
EA
EA
EA
EA
EA

BX
BX
PD
PD

EA

EA
EA

SUPPLY CATALOG

ITEM*!*iliiiii***i*iDESCRIPTION
Ink, India Black 16 oz,
Knife Putty 1% in

Labels roll Cherry 250/bx

Labels Roll Manila 250/bx

Labels Roll Canary 250/bx

Lamp Flood 25W 6V Seal Beam for Auxiliary Unit
Lamp Exiter BG8

Lamp Filmstrip Projectors DEK or CFW 500W
Lamp Flimstrip Projectors CZX 500W

L.amp Opaque and Ovehead Projectors DRS 1000w
List Finder Telephone A - Z

Master Duplicating, Ditto, 8% x 11 100/bx
Master Duplicating, Ditto, 8% x 14 100/bx
Memo Routing Slip 100/pd

Message Pads 5% x 872 100/pad

Notebook Stenographer 6 x 9

Pan Dust 12 inch

Pan Dust 16 inch

Paper Crepe Mint Green 20 in x 84 fold
Paper Dispenser for Exam Table Paper

Page 4
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STOCK NO.

W793701
W793703
W793705
W793707
W822402
W795301
W795501
W795503
W795505
W795507
W795508
W795511
W790721
W190723
W790725
W790727
W790729
W790731
663127
W663128
W663129
W343901

UNIT PRICE

98
161
98
98
97
9
16
90
9
1.00
108
1.16
Al
20
20
A7
A
30
1290
3.10
130
1145

RM
RM
RM
RM
RL
RM
RM
RM
RM
RM
RM
RM
RL
RL
RL
RL
RL
RU
BX
BX
EA
€S

SUPPLY CATALOG
|TEM**!*#!**********DESCRIPTION

Paper Ditto Pink 8 1/2 x 11, 20 wt, Case of 10 reams

Paper Ditto Salmon 8 1/2 x 11, 20 wt, Case of 10 reams
Paper Ditto Gldrod 8 1/2 x 11, 20 wt,, Case of 10 reams
Paper Ditto Biue 8 1/2 x 11, 20 wt., Case of 10 reams

Paper Medics Examination Table Smooth

Paper Mimeo 8 1/2 x 11 White, 20 wt., Case of 10 reams
Paper Mimeo 8 1/2 x 11 White, 16 wt., Case of 10 reams
Paper Mimeo 8 1/2 x 13 White, 16 wt., Case of 10 reams
Paper Mimeo 8 1/2 x 14 White, 16 wt,, Case of 10 reams
Paper Mimeo 8 1/2 x 11 White 3 hole punched 20 wt,, Case of 10 reams
Paper Mimeo 8 1/2 x 13 White, 20 wt., Case of 10 reams
Paper Mimeo 8 1/2 x 14 White, 20 wt., Case of 10 reams
Paper Tape Add Mach 2 1/4

Paper Tape Add Mach 2 1/2

Paper Tape Add Mach 2 3/4

Paper Tape Add Mach 3 3/8

Paper Tape Add Mach 3 1/2

Paper Tape Add Mach 3 7/8

Paper Thermo-Fax Copy Standard Buff Type E-11,8 1/2x 11, 500/bx
Paper Thermo-Fax Spirit Masters, Purple, 8 1/2x 11, 100/bx
Paper Thermo-Fax Spirit Master Carrier

Paper Toilet Single Fold 4 1/2 x 5

2

~ik
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STOCK NO.

We63311
W233701
W733703
W733705
W733713
W664001
W664020

W664102
W664227
W664233
W664235

 We64243

W820101
W131805

W736501
W736503
W736505
W736507
W736509
W344705
W344707
W344701

UNIT PRICE

08
50
50
360
2
55
22

28
45
6
100
40
20
18

8
M0
8
3
123
13
69
530

EA
DZ
DZ
GR
0z
BX
T8

EA
EA
EA
EA
EA
PT
EA

EA
EA
EA
EA
EA
EA
PKG
EA

SUPPLY CATALOG
ITEM’**i*l*.***iili**DESCRIPTION

Pen, Ball point, red fine

Pencil Checking Blue

Pencil Checking Red

Pencil Primary, Large Lead

Pencil Soft, No. 2, Rubber Tipped
Pin 1-inch 100/bx

Pin Straight, 1 1/16, No. 17, 300/tub

Remover Staplé
Ribbon Typewriter Carbon |BM Electric Std.

Ribbon Typewriter Black Royal 2 Spool
Ribbon Typewriter Black Nylon, Selectric 1BM
Ribbon Typewriter Blk Royal

Rubbing Alcohol

Rubber Cement 11/2 0z

Seissor Blunt Left Hand 4 inch
Scissor Blunt 4% inch

Scissor Semi-sharp 5 inch

Scissor Sharp Left Hand 5 inch
Scissor Plain 9 inch

Soap Bar Hand

Soap Boraxo Powder 10 Pkglcase
Soap Liquid 5 Gal Hand

Page 6
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STOCK NO.

W344703
W344709
W133501
W129009
W129013
W129019
W754191
W260733
W260735

W754290
W737501

W754808
W754836

W157426
W665701

W737901
139347

W827401

UNIT PRICE

3.0
85
99
50
50
50

1345
02
35

5,36
90

480
997

K]
3.0

53
L,

31

UM

EA

PKG

EA
PKG
PKG

PKG |

EA
EA
PD

EA
EA

EA
EA

EA
PKG

EA
EA

BT

SUPPLY CATALOG

|TEM*!*I’********ii**DESCR'PTlON

Soap Liquid 30 Gal Drum Hand

Soap Luron Powder 10 Pkg/case
Starch Liquid Concentrate Vano ' Gal
Steed Wool Ib/pkg No. Q fine

Steel Wool Ib/pkg No. 1 Med

Steel Wool Ib/pkg No. 2 Coarse

Stop Watch

Student Data Transmittal Form GR-7-12
Student Data Transmittal Form GR K-8, 50/pd

Tetherball
Thermometer Wall type, 8 inch

Volley Ball rubber outdoor
Volley Ball net 25 ft, outdoor

Whistle metal
Wrapper file, mimeograph 100/pkg

Yardstick Plain edge Brass ends w/eyelets
Yarn, assorted color 4 oz,

Zephiran Chloride 8 fl oz

Page 7
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THE ZIP CODE DIRECTORY

Written by

COUEEN WILLIAMS
Instructor

Kennedy High School
Fremont, California

Copyright © California State Department of Education 1977
This document was prepared by the Office of the Contra Costa County Superintendent of Schools in cooperation

with the California State Department of Education in a project funded under the Vocational Education Act, Public
Law 90-576. The content does not necessarily reflect the position or policy of the U. S. Office of Education, Depart-
ment of Health, Education, and Welfare, and no official endorsement of that office should be inferred.
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THE ZIP CODE DIRECTORY
STUDENT MANUAL PAGE 1

"HELLO",
My name is Mr. Zip and | am here
to help you learn how to use my directory.

| am sure that you have all heard the
statement, Zip Codes move the mail”.
You need to use a zip code, whether for a
personal reason or for a job requirement.

7 Everyone will find it to their advantage to
—h  know how to find a desired zip code in the

< Zip Code Directory.

This unit is important to you because:

(1) Everything that goes through the mail

must have a zip code on it. {2) The Zip Code Directory contains other valuable information, such as

addresses of important buildings, hotels, and colleges, etc. (3) The new two letter abbreviations for
each state are given in this directory.

ERIC ¢3




THE ZIP CODE DIRECTORY
STUDENT MANUAL PAGE 2

What You Will Learn To Do

1. Look up Zip Code numbers quickly.

2.  Know what each number in the zip code means.

3.  Find the new state abbreviations, and learn what they are for several
states.

4. Locate the addresses of hotels, government offices, hospitals, colleges
in larger cities.

and much more.

GET A ZIP CODE DIRECTORY and an Activity Packet from

—7 . your teacher. All answers will be written in your best possible

,\& handwriting. Zip Codes, numbers, ail material must be legible! But
7 please, do not write in this manual.

In this manual, you will be given information followed by a questions or questions to be an-
swered. Write your answers on your answer sheet found in the activity packet. Self-check your
answers. You will find the answers to teach question at the end of this first section.

If your answer is correct H PROCEED.

Should your answer be wrong, go back and re-
read the information again. If you do not understand
a questions, or cannot get the correct answer, see your

teacher immediately. 7

Ready? LET'S READ WHAT 1 HAVE TO SAY
ONTHESUBJECT..........

[N
10N



THE Z!P CODE DIRECTCORY
STUDENT MANUAL PAGE 3

THROUGH THE
COMMERCE...,

.. THE TIE BIN AND MR. ZIPS MODERN POST (
55 rggéw“os OFFICE DEPARTMENT

iy MAKES IT POSSIBLE.
‘S’t-:"‘:.‘-'.'."."- T - :

))

] PesT orrice
DEPARTMENT

m ] v .
| .




» THE ZIP CODE DIRECTORY
STUDENT MANUAL PAGE 4

{REMEMBER TO MAIL EARLY /.
THE DAY BEFORE PLANES, TRNAS,
ANO TRUCKS LEAVE.

]

e« WITH OTHER MAIL
QOING TO THE SAME
ZIP COOED AREA.

IN SOME LARGE POSI OFFICES,
EQUIPMENT READS AND SORTS
MACHINE PRINTED Z/P CODED
ADDRESSES QV LETTERS

ay

- RIGHT TO

YOUR LETTER GOES
FROM_HERE...

= 0O
THE PoST /. Qi
U\ OFFICE =
2 us. ¢t "g WHERE IT o
WL S TP
a I‘VLAIL/ =N 3\_35 JACA’ED'. . us
E “-ge j ﬁ::::..':::.-:r ' MAIL
e

—

LARGE VOLUMES OF BUSINESS MAIL \

ALREADY PRESORTED 8BY THE CODES
BYPASS THE POST OFFICE AND GO

STRAIGHT TO THE TRAMS PORTATION
TERM/INAL . /////y/////

44444




THE 21P CODE DIRECTORY
STUDENT MANUAL PAGE 5

—

TODAY, NEARWY ALL LONG

THERE & A FIVE NUMBER
g:g;gNg-& R CLASS  MAw. CODE FOR EVERY ADDRESS
EETET AR,
T 1V ! 1 1l v 1
1 1l ! 7 1!
:}_\_J\.’. .

O — e hemnnard
THIS |S THE ZIP CODE FORTHE
POSTMASTER GENERALS ADDRESS

IN WASHINGTON,D.C.

POS ICES SORT MAIL OUR ZIP CODE GOES IN THE
Wo |r1;-| or':gncee svcé\go Bs‘i‘.arse RETURN ADDRESS. THE CODE

OF THE PERSON GETTING YOUR
MAIL GOES IN THE
MAILING ADDRESS

| oF ziP cooe

o &

HERE'S HOW Z.'P €OPE WORKS ‘

SUPPOSE TE ZIP CODE 15 ©0633

THE “& SAYS 1T GOES TO THE
MIDWEST, -

THE “0% NARROWS (T DOWN
TO CHICAGD. '

- 35" PINPOINTS A LOCAL
POST “OFFICE... THIS ELIMINATES
MANY HANDLINGS. TME LETTER IS
SORTED FASTER AND SENT MORE

DIRECTLY TO ITS DESTINATION,

9
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THE ZIP CODE DIRECTORY
STUDENT MANUAL PAGE 7

THE ZIP CODE DIRECTORY

For many years, the United States Post Office Department has been trying to speed up all mail
delivery by streamlining its zoning procedures. In the latter part of 1962 the real breakthrough
occurred with the beginning of ZIP CODE NUMBERS. The letters Z | P stand for Zone /mprove:

ment Program.
The initials Z | P stand for

{check your answer where?)

The Zone Impl;ovement Program has three objectives:

1. To give better, more dependable service.
2. To hold down postal operating costs.
3. To move the mail faster.

in other words, the Zip Code is important and of value to everyone because it makes our mail
go faster and it is cheaper. Zip codes are used to speed up delivery of the United States mail. With-
out the Zip Codes, your letter may be delayed several days because eight to ten postal employees
must handle the letter.




THE 2w CODE DIRECTORY
STUDENT MANUAL PAGE 8

The purpose of the ZIP Code is to
provide mail service that is, .
' and

Remember — that ZIP Codes save time and money. The ZIP Code eliminates reading and sort-
ing by many postal employees. Money is saved when unnecessary handling is eliminated. A person
living in California sending a letter to Minnesota (MN) can sava as much as two days of mailing time
by using a ZIP Code. Properly ZIP Coded letters will normally arrive several days earlier than
un-ZIP Coded letters.

The ZIP Code uses five numbers which are easily identified by postal employees and their
optical scanning equipment. The ZIP Code ALWAYS FOLLOWS the city and stated when typed

. or written on an envelope.

The following is an actual address:

numbers.

XXXAXX

XXXX
xxxxx 9211%

M1SS YOLANDA JONES =)
2767 DEARBORN STREET 3
SALT LAKE CITY, UT 84106




THE 2IP CODE DIRECTORY
STUDENT MANUAL PAGE ¢

What two numbers on the envelope at your left
are the ZiP Codes?
and

Look on the following page and notice how the United States and its territories are divided
into ten (10) large geographic areas. Each area consists of three or more states or possessions and is
given a number between 0 — 9. This is the first digit in any given ZIP Code.

Because of favorable transportation facilities, key post offices in each area are designated as
sectional centers. Sectional center means the center of an area. Each sectional center post office
receives and distributes mail moving between post offices within its section.

Together, the first three digits of any ZIP Code number stand for a particular sectional center.

The last two digits of any ZIP Code number stand for one of the post offices in the sectional
center, and the last digit stands for your area post office.

Or:

9 4 5 38

Area State City Local Zone

-

(a) If a ZIP Code started with the

Ue S’(’IOT\: e number 2, it would mean that the geo-
- ; graphical area was located in the
— part of the U. S.
L 4
—m— Ve CHOOSE the correct answer:
Northern
Eastern
Southern
Western
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ED’ €ODbE NATIONAL AREAS
A2 g | WE
Nl
A 0‘5 éi- 10 nY 0.- ““h

NJ

& Ny D“ED

C4

9 0

e,
m M VIRGIN ISLA& Vi
ALASKA AK .
HAWAIL . W1 : PUERTO RICO PR
& .
L~
TWO-LETTER STATE ABBREV!ATIONS

Alaska « . . oo v it i e AK Kentucky. . « « v e v v venoenn KY Oklahoma .« + v e v v e v o eenn 0K
Alabama « v vt v vt i it AL Louisian@ « « + o ¢« ¢ v e e v v 0o LA Oregon . o« oot vvevenncns OR
AfiZONA: « v v e v v e v o nnnens AZ Maine..eoveoesocoonnns ME Pennsylvania. .. ccovveven PA
Arkansas .« ..t et AR Maryland. .« oo vt v v v es .. MD Puerto Rizo.. « v v et et e PR
California .. .cvvvvvvennne CA Massachusetts « « o« o v v oo oo MA Rhode Island . . .o v v et v v s Rl
Canal Zone « « v v oo v vnnnnn cZ Michigan. .. .cooeeesvnnn Ml South Caroling « « « « v v v e v v <C
Colorado. « c vt et v v v v e co Minnesota « « « « o s oo v s s oo MN South Dakota « « « ¢ ¢ v v e v v ns D
Connecticuts o o o o v v o e v o CT Mississippi .« « o et v oo MS TennesSee. « « « « o e o o v s v o ™
Delaware. « « e « ¢« oo v e 0 oo DE MiSSOUFL « « ¢ ¢ s e e o v v v s s MO TEXAS o o e cv oo ooecssane X
District of Columbia « v .. ... DC MODtana « « « v s e v o v s v oo MT Utah « e everteen s uTt
Florida..coevvveenanenn FL Nebraska «.ooveeeoonens NE VEImOnt o « e o s e v o v v vens VT
Georgia . ..ovevvevonnnn GA Nevada..eeoveoeoeaenns NV Virginia .. ... NN VA
Guam ..o vvviiineeanen Gu New Hampshire. « « v v v o vs NH Virgin Islands . . . .. ...t Vi
Hawail « v oo oeevoneaneen H1 New Jersey « v c e v vvenees NJ Washington « « « v v v v v e v WA
ldaho v v o .t evei v e venn 1D New Mexico:. .« cvveveennn NM West Virginiz. « v« c oo v oo wy
HnoiS. s o ve e eneennns IL New York « c oot covevevnen NY WisconSin « v v e v et v v e v wi
Indiana. « v e v o v e v s e e 0o IN North Carolinz <« ¢« o v e v v 0 ot NC Wyoming . « « e v e v e mea v o Ry
Jowas oo cee i e 1A North Dakota « « e ¢ ¢« ¢« ¢ v a0 o s ND

Kansas. 5« vvveeeevnonns KS OBIO « v v v e vnrnnnees OH

The above 2-letter State abbreviations in all cases have been authorized for use in conjunction with ZIP Code. These spe-
cially authorized abbreviations will be coming into increasing usage and everyone should be familiar with them. The Canal
Zone, District of Columbia, Guam, Puerto Rico, and Virgin Islands are included.

Numerals shown on map represent first number of the ZIP Code which identifies the National geographic area.

Q o 52
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QUESTION 4 CONTINUED...
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(b) &

THE 2IP CODE DIRECTORY
STUDENT MANUAL PAGE 11

« .1 United States is divided

into 10 geographic areas, what is the num-
ber of the geographic area assigned to the

following areas or states?
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Aruitoxt provided by Eic:

Rhode Island
Texas

Utah

Virgin Islands
Florida
Virginia

New York

As you have seen the
last two digits in a
ZIP Code refer to a
specific delivery zone
within a city. This is
commonly called a

Local Zone. Some cit-

jes are small and have
only one local Zone
number.

Other cities are large
and could have as
many as 99 different
local zores within its
limits.
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(a) Which of the following cities would you
guess to have more than one local zone number or
only one zip code for the whole city?

Los Angeles, CA
Minneapolis, MN
Toledo, OH

All of the above.

{b) How many local zone numbers or zip
codes does your city have?

To find ZIP Codes for business and personal use, most people use a NATIONAL ZIP CODE
DIRECTORY which contains the ZIP codes for all cities in the United States and its possessions.

It is very easy to use as you will see.

If you do not have a copy of the ZIP Code Directory, now is the time to go and get one.

All states and territories within the ZIP
Code Directory are listed alphabetically.
All cities within a state are listed alpha-
betically.

You are working with three states:
ALABAMA, ARIZONA, ALASKA.

1. Which state is listed first in the
Directory?

2  Which state is listed second?

3. Which state is listed third?

Sq
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Please turn to the very first page of the California listings in your directory. You will quickly
see that each city is listed alphabetically. At the beginning of each state, all of the cities located
in that state are listed just as the ones in California, beginning with the letters A—B—C—etc. Larger
states may have many pages to list all of their cities.

-

State sections begin with a list of all the
in the state. Cities are listed in what order?

Notice that the cities located on the first page have their

List ffices . . . . L. .
State List of Post O ZIP Code listed directly to the right of the listing. This means
VIRGIIA : —
Uaberrision: 8 there is only one local zone number for that entire city.
Abingdon (150_.___._2!210*
Yy Y SR—— . < | |

L Y ——— . Notice that some cities have the words “See_Appendix”
Achsah. R, 81, Madisoa.....22708

A 220 in parentheses instead of the ZIP Code number. These cities
have more than one local zone number and are listed alphabeti-
cally in the appendix pages. Appendix pages are those pages
that follow the state list of post offices.

8 ..o tneemm S

ALEXANDRIA {1st) (soe

o
i e Y ow 7#E
— #GHT +akl

(W2
a
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P

. How many cities on the first page of
Oue s‘hon: California have more than one ZIP Code?
L ) o

List the first seven.

Remempber DoN'r
W RITE INM THIS
MANUA L

Please finu the firs* appendix page for Andheim, California, a city with many Zip Codes. Look
at and compare Anaheim and Alhumbra. You will see that Anaheim has many divisions of infor-
mation (8) where Alhambra only has a couple.

“he appendix for each city in the direc-
tory lists the following:

' Post Office boxes,

Rural routes, (remember the T.V.
show MayBerry R.F.D.?)

Apartments, hotels,

N =

Buildings, and newspapers.
Hospitals.

Government Offices.

7. Military Installations.
8. Universities and Colleges
9. Named Streets
Numbered Streets.

o0 s w
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(a) Assume you are looking for the ZIP Code of
the City Hall located in Anaheim. Under what division
would you look?

to inquire about group rates. Under what division ..
would you look for the correct ZIP Code? ———

{c) An advertisement in the newspaper, to which
you wish to apply for a job, gives only the name and a
post office box number. Under what division would
you look for the ZI1P?

Ancheim CALIFORNIA

-

Appendix . )

Pro—— o Next, look at the division, ''Named Streets.”” Notice the

f;',", - i”é'cf,’,i_"z ;sr.,:'d Ae. Ol two numbers to the right of each listing, for example,
& Acacia . . ... 05 In some Zip Code directories,
the first three numbers of the ZIP Code 928 are found at the
2 top of each column. The three numbers at the top of the
28 column plus the two numbers of the division make up the ZIP

; 05 CODE. The Zip Code for Acacia is 92805.
LAELECL ‘T DR 01

rOSPITALS Under the division, '‘Hospitals,”” you will see Martin

Luther Hospital. The two numbers to the right are 01, and the
three numbers at the top of the column are 928. Therefore, the
ZIP CODE IS 92801. Got it?
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Looking in the first two columns of
the Anaheim listing, find and complete the
following addresses: street and ZIP Code.

(a) Parkview Convalescent Hospital
(b) Whilshire Towers Apt. Bld.
(c) Disneyland

Assume you want to write a letter request-
ing information for admission to the Brigham
Young University in Provo, Utah, but you do not
know the ZIP Code. The quickest way to obtain
the correct ZIP Code would be to call your local
post office or to call the public library.

Each branch of the public 'ibrary system
has a National ZIP Code directory available and
any ernployee will be happy to look up the infor-
mation for you quickly.

(a) What is the ZIP Code for the Brigham Young
University in Provo, UTah?

(b) The quickest way to obtain the correct
address if you don‘t have a ZIP Code directory
would be to: (list one of the following answers)

1. Call the telephone information

operator

2. Call the Post Office

cn
(23]
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QUESTION 11 CONTINUED

3. Call thelibrary.
4, Call a school counselor.
5. Look it up yourself in a ZIP Code Directory.

Another important advantage to using Zip Codes with addresses is that all states and territories
can be abbreviated with two letters. For example, California can be written or typed CA.

What do you think the state abbrevia-
tion is for Minnesota?

(Be careful, make sure you check your
answer on this one.)

Turn to the page in your ZIP Code Directory entitled “Address Abbreviations” (on or about
page vii). Notice where the information is found. This information is found in the front pages of
your directory before the listing of states and cities. Never guess at a state abbreviation — your
letter or package could be returned to you because of your error.

Also on this page are listed abbreviations for streets and for words that appear frequently in
place names. Look them over!
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(a) List the 2-letter state abbrevia-
tions for the following states and terri-

tories:
Canal Zone
Puerto Rico
New York
Alaska
Utah

(b) Show the abbreviations for the
following words:
Ranch
Furnace
Trailer
Meeting

Seminary
Lakes

Now is a good time to check how well you can recall the information presented. Do you think
you could find a ZIP CODE by yourself? Check yourself to see if you can. Let's assume you are
looking for a Zip Code for the following address:

1435 Lexington Avenue
" St. Louis, Mo 2?2?72

(a) What does MO stand for?

(b) Where is the first place you would look
after you found out what the abbreviation MO stood
for?
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QUESTION 14 CONTINUED.

(c) Because St. Louis is a large city, no Zip Code
can be found in the first pages of the listing. The nota-
tion across from St. Louis will read

(d) What is the next step you must follow to find
the correct Zip Code for St. Louis, Missouri?

(e) After you have found the city, you will recall
that the address is 1435 Lexington Avenue. The sub-

division which you would look under would be the one
that is entitled

Can you remember that the three digits appearing
at the top of each column should preced the two digits
listed opposite the street entries? Where there are no
house numbers shown, the entire street is within the
area of the Zip Code indicated.

When the word “OUT"” appears after a number, that number and any higher number on that
street is within the Zip Code indicated. For example,

ZIP Code
945
Washington Ave.
1M00—O0OUT. ... 03

indicates all house numbers on Washington Avenue from 1100 upward have Zip Crde 94503.

All listings not specifically designated as avenue, court, lane, drive, etc., are streets.
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When the word “OUT’’ appears after a
number, what does it mean?

If a name does not have a court, lane or circle
written after it, what should its designation be?

Following the State Alphabetical Listings, clear at the end of your directory, you will find the
following: .
Pacific Islands — Virgin Islands
Numerical Listing of Post Offices and Sectional Centers
Names of Discontinued Postal Units.
Zip Codes for Army and Air Force Installations.

Rl ol

List the Zip Codes for the following:

1. Ponape, Caroline Island

2. Yona, Station Agana

3. Eastern District Branch,
Pago Pago, Samoa

N — (o)
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List the Zip Codes for the following Army and Air
Force Installations, APO’s, FPO's:

Question:
1. FortOrd
2. Travis Air Force Base
3. Long Beach Municipal

Airport
4. Hill Air Force Base
5. Scranton Army Ammunition N g

Plant

This is the end of the first section of this unit. | hope you have enjoyed
it and became interested in learning about my Zip Codes.

Make sure you have answered all the questicns correctly, do any review-
ing if you need to, then turn in your answer sheets.

* However, before you leave this unit — Let’s see how well you have understood the infor-
mation | have presented. As a challenge, use your copy of the Zip Code Directory and do the acti-
vities starting on Page 27.

¢3
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QUESTION 1: Zone Improvement Program

QUESTION 2: Did you have the words faster, cheaper, and more dependable? Very
Good. The rest is just as easy.

QUESTION 3: Oh - | ho;ie you put 84706 and 92178 as your answer. If not, you
goofed. Remember, the Zip Code always follows the city and state.

QUESTION 4a: Eastern is correct.

4b: Rhode Island O , Texas _7 ,Utah 8 , Virgin Islands 0o,
Florida 3 , Virginia_2 , and New York 1 .

QUESTION ba: Because all of the cities listed were large, the correct answer would be
ALL OF THESE. If you missed this question, don’t worry. Many individuals are unfamiliar with
some of these cities and their size. Actually, Los Angeles has almost 70 separate local zore numbers
while the other two have 20 or more.

Bb: My city has zone numbers.

QUESTION 6: If you know the alphabet — this was a cinch. The states would be listed
as follows: 1. ALABAMA 2. ALASKA 3. ARIZONA

i CDEFGHIIK LMN@PQRSTUVW XYL !
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QUESTION 7: Cities are listed in alphabetical order.

QUESTION 8: The answer is 21 . If you did not have this answer correct — please
look at the first page again and see where you made your mistake.

The first seven cities are: Albany, Alhambra, Anaheim, Baily, Bakersfield,
Berkeley, Beverly Hills.

QUESTIONS 9a:  Under the division Government Offices.
9b: Under the division Buildings.
9c:  Under the division Post Office Boxes.

QUESTION 10a:  Parkview Convalescent Hospital
1514 E. Lincoln Street
Anaheim, CA 92805

10b: Whilsire Towers
280 North Whilsire
Anaheim, CA 92801

10c: Disneyland
1313 So. Harbor
Anaheim, CA 92802 or 92803

QUESTION 11a:  Provo Utah is a one Zip City. Its ZIP Code is 84601.

11b: The quickest way to obtain the correct address and Zip Code would be

to look it up in the National Zip Code Directory. If a Zip Code Directory is not available, call the
Post Office.

The telephone operator is primarily working with phone numbers and
many times will not give an address to you. |f she did, it certainly would not have the Zip Code.

A school counselor may have the correct catalog for the school in which
you are interested, but she may be difficult to reach.

DON'T WASTE TIME — PLAY IT SAFE, look it up yourself.

QUESTION 12: Most people would write the letters Ml. Unfortunately, this would be
incorrect. Minnesota is abbreviated MN; | tried to fool you for a reason. Never guess at the correct

abbreviation for a state. A/ways check to be sure. In many cases, even though the Zip Code is cor-
rect, the machinery or an employee doing a mail sort will use the state abbreviation as the main
guide in sorting the mail. Don’t guess — when in doubt — check to be sure.

€5
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QUESTIONS 13a: The correct abbrevations are: Canal Zone CZ_, Puerto Rico PR,
New York NY ,Alaska AK ,and Utah UT .

13b: The word abbreviations are: Ranch RNCH , Furnace FURN |, Trailer
TRLR , Meeting MTG , Seminary SMNRY ,and Lakes LKS .

Now let’s try a review. Return to page 18.

QUESTION 14a: MO = Missouri.

14b: If you said under the opening (first) pages for the state of Missouri where
all the the cities are listed — Good, keep going.

14c: “‘See Appendix”’

14d:  Look in the Appendix where the cities are listed. All large cities with more
than one zip code are listed alphabetically after the opening pages for any state.

14e: Named Streers and Avenues must be correct. | am confident you had the
correct answer. If not, possibly you thought that. Avenues might be a separate division. This is possi-
ble, but normally the Post Office combines streets and avenues whether they are named or number-
ed.

QUESTION 15: When the word "“OUT"’ appears after a number in the Zip Code Directory,
that number and any higher number on that street is within the Zip Code indicated. For example,
1154 Washington Avenue would have the same Zip Code as 1100 Washington Avenue.

QUESTION 16: Street.

QUESTION 17: The Zip Codes are: Caroline Island 96941 , Station Agana 96910
Pago Pago, Samoa 96920 , or 96799 depending upon the year of your Zip Code Directory.
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QUESTION 18: The Zip Codes are: Fort Ord 93941 , Travis Air Force Base 94535 ,

Long Beach Municipal Airport 90806 , Hill Air Force Base 84401 , Scranton Army Ammuni-
tion Plant 18501 .

KRk
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DO NOT WRITE IN THIS MANUAL

Using your Zip Code Directory, list the two letter state abbreviations for the following:

Alaska
Arizona
California
Colorado
Guam
Hawaii
Idaho
Montana
Nevada
Oregon
Utah
Washington
Wyoming

&8

Canal Zone
Florida
Maine
Michigan
Minnesota
Missouri
Mississippi -
Vermont
Wisconsin
Pennsylvania
Samoa

New Mexico
Nebraska
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Make a list of at least 30 two letter state abbreviations. Memorize them. When you have them
memorized, report to your teacher, who will quiz you on them. You must get them 100% correct.

—ACTIVITY

S

g,

Show the abbreviations for the ; .Show the words for the following
foliowing words: abbreviations:

Airport [ inST

Lodge - UN'"Y/

Station - CWsY

Mission - BYP

Harbor - HG@@ N
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—ACTIVITY
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What are the Zip Code. ror the following addresses?

Dr. Kiko L. Chun
672 32nd N.
Philadelphia, PA

Ms. Lelani Tofu
1942 Papette Way
Pago Pago, Samoa __

Mr. Bugs Bunny
% Great Ameri-.
Santa Clara, CA

Mr. Ruben Rodriques
United States Courthouse
1710 Spieibt'sh Blvd.
Toledo, OH

Mr. Peter Van de Vorren
Barret & Company
Aiken Avenue

Lowell, MA

Mrs. Jackson Williems
4593 Zenity Ave.
Cave in Rock, IL

Dr. Shermain Karpen
Mount Sinai Hospital
Chicago, IL

-3
D

Mr. Gordon Lightfoot
P. 0. Box 24
Iron Mountain, WY

Miss Samantha Jones
1976 Washington Avenue
Manzano Air Force Base
Albuquerque, NM

Mr. Frank Martins Osgood
1169 Orange Grove Blvd., East
Pasadena, CA

Miss Jane Stewart
200 Negley Avenue North

Pittsburgh, PA

Mr. C. B. Polson
Ramada Inn
Albuquerque, NM

(Please forward)

Tracy Loan & Trust Company
268 South Main Street
Salt Lake Cit' , UT

Mrs. Barbara 8. Babbitt
104 Burns Street North

Gadsen, AL
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Write out the COMPLETE ADDRESS AND ZIP CODE FOR:

N o AW

Primary Children’s Hospital, Salt Lake City, Utah.
Hilton Hwaiian Village in Honolulu, Hawaii.

The College of San Mateo, California

Lord & Taylor Department Store, New York, New York.
URS (Your own name and address.)

IBM, Nashville, Tennessee.

The State Capitol Building of California

Answer the following questions.

O NOO A=

Z | P stands for

How are states, U.S. Territories, and cities listed in the directory?
How many numbers are in a Zip Code?
Why are Zip Codes used?
How many letters are used in a state abbreviation?
If a city is very small and has only one local zone, where do you look?
If a Zip Code started with a number 7, where would it be geographically located?
Assume you are looking for the Zip Code for a bank in Kansas City. Under what divi-
sion would you look?
What is the quickest way to find the correct address of San Jose State?

........... - i
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[,

Write the Zip Codes and the two-letter State abbreviations for each of the following addresses:

Marshall Bell Company
384 Market Street
San Francisco, California

Sgt. Juan Hernandez
P. O. Box AF

Hato Rey Station

San Juan, Puerto Rico
Sheraton Towers

505 North Michigan Blvd.

Chicago, lllinois

Mrs. Tony Sealukk
125 2nd Street
Bethel, Alaska

Mrs. James Bond

Bond and Company

72 Spring Field Drive
Holyoke, Massachusetts

Mr. Van Aster
Waldorf Astoria Hotel
New York, New York

Mrs. J. J. Hays
C. W. Lyons, Inc.
Bemidji, Minnesota

Mrs. Betsy Ornoga
1927 Kalakaua Towers
Honolulu, Hawaii

Mr. R. E. Christensen
724 North 7th East
Provo, Utah

President George Washington
The White House
Washington, D. C.

Five—Mile L.odge
R.F.D. 2
Denver, Colorado

Prof. Phillippee Popescu
2322 Alumni Hall
Memphis State University
Memphis, Tennessee

Miss Myrtle Christie
% R. J. Smoot

419 Second South
Boise, ldaho

Barstow-8Birdett Witmer
715 Arth:r Avenue
Qaklanc. alifornia

s s
-~ -y
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THE SUPPLY CATALOG
TEACHER GUIDE PAGE 1

THE SUPPLY CATALOG

Teacher's Guide

The student will be able to:

o Follow written instructions

e Locate and list items found in a catalog

@ Correctly describe and code each item, as listed in the supply catalog
e Determine the unit price, and the quantity price, m-ke extensions . .
® Total an order and figure the tax.

8 — 7 clock hours

Your students will find this an interesting unit to do. It will require some
thought on their part. Grading should include some points for legibility.

Each form requires your signature. Look the P.O. over quickly, before sign-
ing it. Can you read it, is it complete, are all the blanks filled in, are the ~x-
tensions reasonable?

It is suggested that you grade Activity 3 and 4. You mcy yrac. all of them or
none of them. If you grade them it is suggested th-** su use 9i , for a passing

grade of “C”, one {1) point for each blank to be fille ir..

If you elect to grade none or only part of them, th -1 set p th - inswer KEYS
in a self-check form that the student can use.

It is suggested that the self-check forms be done 100% .ccurately, re-doing the
ones they missed until they are all done v arrectly.

If a student .lllenges a unit, takes the pre test, it must be passed 100%.



THE SUPPLY CATALOG
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It is also suggested that you have the students check their P. 0. forms with a

red checking pencil — that way you can see at a glance where the mistakes
were made.
MATERIALS Each student will need a Supply Catalog; it comes with this unit. The s>r:e

catalog is used for all the Supply Companies mentioned in the manual.

Each student will need six (6) purchase order forms. All of the forms compiet-
ed by the student should be printed or typed.

Each student will need a good sharp pencil or pen, and a red check.".g pencil
to complete their work.

You may wish to augment this unit with additional exercises yu: create by
using a Sears or J.C. Penney catalog, or one of a similar nature.

CONTENTS The total Supply Catalog unit consists of:

® A Teacher Guide containing:
General Information
A Pre-Test
Two Post Tests; Post-Test A, and an alternate Post-Ti . R.
Answers to the Pre- and Post-Tests.
Answers to the four Student Activities.
A suggested teacher check-sheet for recording grades.
A suggested certificate to award the student upon ccmpietion of the
unit.

@ A non-consumable student manual containing:
What is to be learned.
Answers to Activity one and two, page 1.
Activities. Projects to reinforce learning. These should be graded.
A tax rate schedule

e A non-consumable Supply Catalog.
Instructions on how to use the catalog.
Supplies, s'ating code number, price, unit meosure and a description
of each itern.

@ A consumable Purchase Order Form. ':/5

-
[
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THE SUPPLY CATALOG
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Decide if your students should be given the pre-test or not. It is suggested that
a student only be pre-tested if they feel that they already know how to use a
Supply Catalog of a business nature. The author feels that the majority of stu-
dents using these materials will benefit by completing the unit.

Duplicate or have sufficient quantities of the working papers, pre-tests, and
post-tests printed for your students and your type of program.

The author suggests that you have as a minimum one supply catalog printed
for every three students going to use the materials.

Preview the manual and correlated working papers so that you will be familiar
with the content. You must be able to answer questions and evaluate student
progress. If the procedures used in this manual differ from your experience, -
remember that few companies have the same procedure. This is a fact that
may be emphasized to your students.

It is suggested that you do not return tests to the students. 1f they do not pass
it the first time, let them review it under your supervision or in a testing area,
and take notes to study from. Then give them the Alternate Post-Test B.
Require all students to turn in all working papers before giving them the

Post-Test. Look these over and see that they have all been completed and
graded.

Remember — the forms must be completed in ‘‘catalog language’’.

v e



Y. 0. U. R. UNIFIED SCHOOL DISTRICT

¥ 39vd 3AND HIHIVV3L
DOMVYAYID AlddNS IHL

BUSINESS TRAINING CENTER KLY

For instructions refer to page 'x'

of your supply catalog. P. 0. No. ’( XXX
PRINT OR TYPE PLAINLY Page No./_ of _{_Pages,

School or location No, _92 Department No, 452 Date: _TP0AYS Submitted by Srvoenr's //AML
Principal __TEACHER 'S NAME

Unit Company name:  WAREHOUSE
Item of Address: 39999 Coceman Ave. Feemonr, 84,  Unit Total
No, |Quant | Meas. Catalog No. Description 74338 | Price Price
;L | A | WI3PSDI | STAR Liguib CoNCERTRATE VAND 2 GAL $E | 110
d |/ | 8T | wigW999 JNK -INDIR BLACK 16 02. % 3./7 3./7
3 |5 &8 | W3aosol Kkwire pyrry JB" 4/ 2.05
4 10 | €A | Wi3aan CLAY MUST BOFF FIRING FOR. THEOW /856 | 1560
- | - - ANO SeOLPTORE 25/L8 S¢.
5 |4 | EA | wrdaa3 CLAY MOIST RED BUBNING FOR THEOW /58 6.32
i -~ ANO SCOLOTURE TER.LUT 25/L8.Sk.
6 |2 | &8 | wisiasr | LamP OPRQUE PROJECTOR *DRS 1000t | 32! 642
7 | L | EA. | Wa¥3r72 PANM DUST [bin /69 J38
8 |2 | PR | wiagu3 | STEEL WooL I6/PKS. No.! MED. K /.80
Subtotal | 39.04
activity @b pee-rest T 2.39
POST-TESTA Total | $4/.38
v:DESEHPT/oN MUST READ EXACTLY AS STATED IN THE CATALOG.
0

EKC

Aruitoxt provided by Eic:



BUSINESS TRAINING CENTER
For instructions refer to page 'x’
of your supply catalog.

School or location No,_92___ Department No. 456  Date; _T00RYS

Y. 0. V. R. UNIFIED SCHOOL DISTRICT

KEY

PRINT OR TYPE PLAINLY

P.0. No,_AKXX

Page No._/_ of ! Pages,
Submitted by_STODENTS WAME

Principel __TEACHER'S NAME

Unit Company name:  (CALIFORNIA CHEMICALS
tem of Address: Unit Total
No. |Quant. | Meas. Catalog No. Description Price Pricé -
1| )| eh | wadnod | Bycker moe ultkTER 3507 460 | .60
L7 e | walase | Lamp Funsteip PRoscrs€ OzX sool) | 392 | 16.9%
3 |0 | Pt | waaed | Zorrow 8AUS Q000/Pk STELILIZED A% | A5.00
- - - MED. Sr2& -
N |y | B | wEaaol L0PPER MEDICINE 05 | 740
¢ |20 | e | wauytor | sosp Boraxs Pp J0fpKé/Cs b9 | 1880
¢ [0 | en | wiaus09 | Scissoes peaw 9 inek | /A8 | 1330
q | 2 | 02 | W13sqel | PENCIL CHECEING BLUE b0 | 100
9 | 1 |ea | Wobyazs | RioboN TWEWRITEL BIACK RoyK 2500l b | bl
7 {0 \em | wgsmr | pavee Drrm BLUE Blx 2o WT. 98 | 980
0 | | Bn | wilGss | /areR mim&o 8l WAL 16 Wr. 4 | 970
Sub-total | ///.00
activity 4 Posm-7esr & T | bbb
Total | $ /.66
i
it
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Y. 0.U. R. UNIFIED SCHOOL DISTRICT

BUSINESS TRAINING CENTER KEY
For instructions refer to page ‘x'
of your supply catalog. PO No,_¥XXX
PRINT OR TYPE PLAINLY Page No. _/_of_<2 Pages.

School ot location No. 9= Department No. 451 Date:  TOORVS Submitted by STVOENTs NAME
Principal_7EALHERS SIGHATURE

Unit Company name: A2% SPoerivg Geoos
Item of Address: Unit Total
No. |Quant, | Meas, Catalog No. Description Price Price
[ | o | €A | WISIASE | LAmP FUMSIEP PRNECIOES DFw oo 3.33 | /794 |
2 | A | BX | Wbb3IA8 | PRPER THERMY-FAY SPIRIT MASTERS | ]
~ | - — PURPLE 8l2t/l 10o/BY 3./0 0
| | €A | W33 |CAN 6ARBAGE K56 wip L0 HH5 | 445
0 | PE | 347109 | Sppp LURIN PolDER 85 | 890
2 | D2 W 133703 | PENCIL CHELKING BED 50 /.00

£ | WIS A06T | BA& LAUNORY LT.WT. FOE ToWELS /.00 6.00
30 | EA | WwusAom0 | BASEBALLS RuBBER V0. [2* HlbHSmooL| [IA | 4154
Jb | EA | WPBAIEA | BASKETBAULS SE. tFcL 58 209
/A | EA | WwTsa330 | Foor8AULS RVBBER dvb. pFel SiZK 670 | 8s¥e
| | EA | W5yl |SToP WATCH 395 | B

S| e o
o~

Subtotal | 34440

SV Ta Qo
NNOTE: ONLY [0 ITEMS PER PAGE. acm}”y H’. < Tot:l 31/?7;30

O
oD

ol

9 IOV 3AIND HIHDYIL
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Y. 0.U. R UNIFIED SCHOOL DISTRICT

BUSINESS TRAINING CENTER KEY
For instructions refer to page 'x’
of your supply catalog. P.0. No.__XXX
PRINT OR TYPE PLAINLY Page No,_=2. of 2 Pages.

5] Dae: _TOORYS  Submittecby _STVDENTS NMME

School or location No. S Department No.
TEACHERS SIGNATVRE

Principal
Unit Company name:

Item of Address: Unit Total
No. |Quant. | Meas, Catalog No. Description Price Price
76 | pr | waaoe | Aucool RuBBING A0 | /.20
| 4 | o | wean3d | gawohios 3" seo/Bs. 45 | 260

412 | oe | wsaand | lorrew BALLS 200/PR. STERILIZED
- | - - MED.SIZE 290 | 5.00

W L L em | wrasssr | pnver mimgs Ehxl! 3 Helk pwckEs
| WHITE, 20 WEISHT - /90 | /0.90
. , Sub-total | /8.80
* WoTE: 17Em Nos. CONTWOE o, aCﬂUl?yZ’&o? e To| /44
FROM PAGE Total | $/9.93

£ 3D9Vd 3AIND Y¥HIAHIOVIL
DSOTAVAYD ATNddNS IHL



BUSINESS TRAINING CENTER
For instructions refer to page 'x’
of your supply catalog.

School or location No,

Y. 0. U. R, UNIFIED SCHOOL DISTRICT
KEY

PRINT OR TYPE PLAINLY
DepartmentNo. _ 452 _ Date:_TOORYS

P,0. No,_X XXX
Page No._{__ of L Pages.

Submitted by _STVOENTS NAME

TEACHERS SIBNATVRE

Principal
Unit Company name: WAREHI USE
Item of Address: Unit Total
No. [Quant | Meas. Catalog No. Description Price Price
/ | 3 | EA |Ww3Y3110 | PAN 00ST /12" B4 | 2.8
2 |3 | EA (W00 BRoom HodsEHOLD TYPE PLASTIC .05 615
(3 |/ | Pk | wiaodi3 | STEEL oo LBJpks M.l MEOWM £0 .50
4 13 | 78 | webveao | PN STeAISHT Il Ne 17 Soofrve AR | bb
#ME b | E& | wiBACS | BRUSH AxHAIR 21N * - /2!
sl 6 | ¢ | en | wiaor | BeusH orHAIR Sk i w - 238
7 11 e lwawsa | eleansee eomer 48/os 7.5 | 750
B || | ER | W3y | SpAP LiguiD S6Ac HANY 530 | 3o
¢ | 7 | st |wacases | Expense REMBoGsemeNT REQuesT S| 0R | M
| . Subtotal | 2R
% 0AN Auso Be werrren 1102 activity 4.3 Tx| /.58
NOTE: PRICE STATED BY THE OLZEN- , Total ,
UNIT PRICE AWKWARD TO FI6URE. —0kAY To /JAVE UNIT PRICE /1202 ol | § 2784

ERIC

Full Tt Provided by ERIC.

o)
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Y. 0. U. R, UNIFIED SCHOOL DISTRICT

BUSINESS TRAINING CENTEP
For instructions refer to page 'x
of your supply catalog.

School or location No.

/RINT OR TYPE PLAINLY
e Department No. _AH5Y  Date: 700RYS

KEY

P. 0. No.
Page No. /_ of <& Pages.
bmitted by__STVOENTS NaméE

XXX

TERCHER'S SENATVRE

Principal
Unit Company name: SAN VOSE pEFICE SUPPLY
Item of Address: Unit Total
No. {Quant | Mess. Catalog No. Description Price Price
;|2 | en | wisseq | Stissoes PLaim 9" 123 | 246
2 b | £A | WheHwa | Removee S[ALLE B /68
3 1A% | £A | whe4ass | RIBBON TYPEARITER BLAkAVLIL ShECE /00 | 24.00
¥ Lo | po | waLersl | mEssacE Phbs S8l /o0/P0 e | A00
S| 4 | gr | WTsow3 | Book PLAN 1399 56 r____,l;_lj‘__
4 [Ja | en | bobisso | CuEANER [, PRESSUERED /)l 132 | MY
w Lo | Rm | w793705 | PAPER DiTpo &L0RD §hr )l Sdo 98 | 980
B o | PO | WAb0TH MEMD ROUTING WP _100/P0 05| b0
9 (o | &0 | wamls | CLeANeR Biicky ko P 2.0 | 40
b1l sy | wehibad | ENvELoLES WHITE A%y Ve Stofsey  ATR_| ol TA
Subtotal oAt |
activi To| 385
Um}ﬁ ,7{ Total | § 48.09
o
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Y. 0.U. R, UNIFIED SCHOOL DISTRICT

BUSINESS TRAINING CENTER KEY
For instructions refer to page 'x’

of your supply catalog. P.0. No, X XXX

PRINT OR TYPE PLAINLY Page No.s2_ of _+Z Pages,
School orlacation No. __ O ___ Department No. _%5% _Dater_7TPOAYS  Submitteqby STVOENTS NAME

incipal __TEACHER S SINATURE

Unit Company name: SAA VASE OFFicE uPPLY
Item of Address: Unit Total
No. |Quant. | Meas, Catalog No. Description M Price Price
[l 100 | Re | wT740729 | opree TAPE Aod mhcH S ARy
JAL 5| Bx | Whborol | BAND Rub ASSTD %02 /BX r/ANX
I8 | 7 | 2k | Wéb 03ll__| BLAGES RA208 SINGLE EUE NI
W10 | &8 | Wyl 0780 | NoTEBook, STENOGRAPHER X 9 J| 1.5
U5 | ] | EA | 4y (350 | QLEANER TyPEWRTER 2-02. Jo| .8
| Jp 172 | EA | Whbi9¥p | FLuio LoRRECTioN OiTTo 8| 4972
[T | 1 |8 | WwiLa5Y7 | LABELS Roit CANARY 250/8X 30 . Jo
[B 112 | EA | Wwlb!T08 | ERASER TYPEWRITER PENCILSHAPED
- |- - ~ w/BRusH | 16s
19 1 /0 | BXx | Webdbo! | masTERS DPLCTING &' x |1 I90/BX /5 | 2150
Subtotal | 54,42
activity 8 4 em#4 | 326
* DESCRIPTION MUST BE WRITTEN Toal | 357,98
INCATALOG LANG AGE.
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Activity 1( /)

THE SUPPLY CATALOG
CHECK SHEET

NAME

THE SUPPLY CATALOG
TEACHER GUIDE PAGE 11

Date

(period)

Date Finished

Pre-Test

FINAL GRADE

Credits/Points

(self-check}

Activity 2(Grade)
Activity 3(Grade)
Activity 4 (Grade)

Post Test "A”

(Page 2 only)

Post Test "'B"

Cominents:
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«:3JECTIVES

TIME -

GRADING

THE ZiP CODE DIRECTORY
TEACHER GUIDE PAGE 1

Teacher's Guide

The student will be able to:

e Look up Zip Code numbers quickly.

e Know what each number in the Zip Code means.

e Find the new state abbreviations, and learn the abbreviations for at least
30 states.

e Locate the addresses of hotels, government offices, hospitals, and colleges
in larger cities.

3 — 5 clock hours.

This unit should be easy for your students to do. It is suggested that you use
90% for a passing grade on the Post-Test; to receive points, credits or a letter
grade of "'C".

It is suggested by the author that the self-check questions in the manual be

done 100% accurately, re-doing the ones they missed until they are all done
correctly.

It is suggested that eich of the Activities be graded using 90% &s a passing grade
of "C".

It is extremely important that accuracy be stressed, along with legibility. If
a Zip Code cannot be read or i” it is incorrect, it has no value.

<
UV



Tu:E 2IP CODE DIRECTORY
TEACHER GUIDE PAGE 2

MATERIALS

CONTENTS

A NATIONAL ZIP CODE DIRECTOY. It is suggested that you have at least
one copy for each 5 — 10 students in your class. (If you contact your local
post office in the first part of October, you will find that they will probably
have a last year's copy that they will give you. Tell them who ycu are and
what you are going to do with it. They may even supply You with more if you
are lucky. This is the time of year that businesses trade in their old copies for
the new edition. If you buy a copy, it may be traded in each year. * *Note,
you may find that Zip Codes differ for each edition of the directory. The post
office is constantly revising the Zip Codes as an area grows.)

You may wish to augment this unit with a cassette presentation that is avail-
able from Western Tape, Palo Alto, CA.

The total Zip Code Directory unit consists of:
e A. Teacher Guide containing:
.. General Information.
.. Answers to the Pre- and Post-Tests
.. Answers to the Student Activities
.. A suggested teacher check-sheet for recording grades
.. A suggested certificate to award the student upon completion of the
unit. '

¢ A non-consumable student manual containing:

.. What is to be learned

.. Answer to the questions in the manual. These may be left in the manual
for student reinforcement, or removed as the author suggests, and if
the teacher so desires, remove the answers and make them into a self-
check KEY available to the students.

. Activities. Projects to reinforce the learning, and to review all the
materials taught. These should be graded.

e A consumable set of answer sheets containing:
.. Answer sheets for the manual guestions
. Answer sheets for the Activities. Sheets so arranged so that the student
does the work on the pages provided.
.. A Pre-Test
.. Two Post-Tests; Post-Test A, and an alternate, Post-Test B.

&4



PREPARATION

CREDITS

THE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 3

You will need to fill in the answers to questions 5b, page 12/23 in the manual,

and the answer to Activity 5, page 30. These questions pertain to your local
area.

You and/or an aid will need to give the students an oral quiz on the Zip Code
Abbreviations of their choice. This is Activity 2.

Decide if your students should be given the pre-test or not. It is suggested by
the author that a student only be pre-tested if he/she feels that they already
know how to use The Zip Code Directory. The author feels that the majority
of students using these materials will benefit by completing the unit.

Duplicate.or have sufficient quantities of the working papers, pre-tests, and
post-tests printed for your students and your type of program.

Review the manual and correlated working papers so that you will be familiar
with the content. You must be able to answer questions and evaluate student
progress. If the alternate post-test is given, it is given orally. You must know
the answers to the questions.

It is suggested that you do not return tests to the students. If they do not pass
it the first time, let them review it under your supervision or in a testing area,
and take notes to study from, Then give them the Alternate Post-Test B, orally.

Require students to turn in all working papers before giving them the post-test.
Look these over and see that they have all been completed and graded.

*

The author wishes to give special thanks to the Business Education staff of
Claremont High School, Ciaremont, California, for use of their ideas and
help on this unit.




THE ZIP CODE DIRECTQRY
TEACHER GUIDE PAGE 5

NAME KEY

THE ZIp CODE DIRECTORY
PRE-TEST — POST-TEST "A”

Part |. Directions: You will need a copy of the NATIONAL ZIP CODE DIRECTORY. Find the

following two-letter state abbreviations {where necessary) and the Zip Codes.

1.

Mr. Joe Tosumi
P. 0. Box 135
Agana, Guam

cu 94910

wis. Mary Beth Taylor

University of Miami
Miami, Florida _ _F% F3/2Y

Mrs. Juanita Gallegc :
Box 65, Route 2
Medicine Bow, WY _- -y
John May Company
14 Dearborn Drive
Los Angeles, Calif. fﬁ 0A8

Dr. James Blake More

15 Laurel Court
53705

Madison, Wi

Miss Elfreda Witmer
807 First Avenue

Seattle, WA 98109

Z.C.M.l.'s
5-25 South Main Street
Salt Lake City, UT

ﬂ////

8.

10.

11.

12,

13,

14,

Honorable J2:nes Joyce

Court House
Reno, Nevada M L7250/ ov 89/0/

. Captain Fred Williams

Veterans Hospital

purham, NC R77 05

Mrs. Martin Luther Jones

gall-Delten Company
Zanesville, Ohio OH 4370/

General Community Store
Chouteau, MO 3/19

Mr. Allen C. Fray

Acme, Incorporated

1415 Southbound Street
Winston-Salem, NC K7/0/

Mr. Allan A. Ackerman
201 Alabama Road
Alexander, AR____ TR L

Ms. Edith E. Everett

1710 Seventh
Elizabeth, NJ o100/ OT7203

oty B




TAE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 6

Part 1. Directions: Using your Zip Code Directory, answer the following:

1. BUiLoINSS Assume you are looking for the Zip Code for a bank in San
Francisco, under what division would you look?

2. S What is the geographic area for North Dakota?

3. G How many colleges and universities are there in San Diego?

4. D/ISNEYLAND What is the complete address of DISNEYLAND in Anaheim?

1373 SO /ARBoL BLUO.
AVAHEN, JA 92802 or 92803

5. FASTEL What are the three main benefits to using Zip Codes?
CHEAPER
MORE DEPGNDABLE SERVICE

6. <Y _ How many numbers are there in a Zip Code?

7. ALPHABETIC How are‘t'ne states, territories and cities listed?

Part 111. Directions: Answer the following questions, True or False,

1. M, There is a listing of all the post offices in any given state?

N

_F&ﬁ,- Large cities have only one Zip Code number?

3. _TRYOE __ Efficient use of the Zip Code Directory is an important asset in an office?
4. _TRUE _ Vvermont has only a one page listing in the Directory?

5. __7_-'e_”_€v- The word abbreviation for Causeway is CWSY?

I‘;{/_E_V- Zip Codes for Army and Air Force Installations are found in the Zip Code
Directory?

o

Lo v
o




THE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 7

NAME

THE ZIP CODE DIRECTORY

POST-TEST “B”
Part 1. Directions: You will need a copy of the NATIONAL ZIP CODE DIRECTORY. Find the
following two-letter state abbreviations (where necessary) and the Zip Codes. Record your answer
on a separate answer sheet.

1. Dr.Donald D. Dedman 8. Mrs. Ruth Torriap

1908 Dodds Drive 5828 River Road No. 11c

- Durbin, ND 58023 Richmond, Virginia ¥4 &32a36 .

2. Master Frederick Pheiffer 9. Adams Bros. & Sons

620 First Street 1425 Hampden

Fern Park, Florida £4 3730 Newark, NJ 07/03
3. George G. Gage, PHD 10. Ms. Samantha R. Cosby

711 3regg Gardens General Delivery

Hephzibah, Georgia GA 303@ Cruz Bay, Virgin Islands vz ové3o0
4, Mr. Dean Harrison H. Hale 11. Honorable Martha Mitchell

Notre Dam Hospital No. 1612 1111 Capitol Heights Blvd., NE

Manchester, NH 0 3/0A District of Columbia _ D& R2037
5. ZCM.\\'s 12. Master Travis Coleman

5-25 South Main Street P. 0. Box 19

Salt Lake City, UT g41// Joiner, Arkansas f1R_7R350
6. Mr. Otto Hoover 13. Rural Hills Center

Williams Viliage Motel R.F.D.No. 1

State Highway 119, Bismark, ND 58506/

Boulder, CO 20373 or

so503 14. Mr. C. Handley Barton

7. Three Best Grocers Barlow, Barton & Barnes
Grand Island, NE 680/ 14 Judge Building
Athens, Ohio __ X4 4570/




THE ZIP CODE DIRECTORY
TEACHER QUIDE PAGE 8

*Remember - this part is given orally

POSSIBLE ANSWERS —~ POST-TEST 8"

1. Zip Codes are used by the Post Office because: It is faster, you get more depend
and it is cheaper.

2. The cities, states and territories are listed ALPHABETICALLY.

3. The major contents of the directory are:

Hw N~

Table of contents 6. Army and Air Force Installations
How to use the book 7.  Numerical Zip Code listings

Two letter state abbreviations 8. Discontinued Post Offices

State listings and appendix 9. How to use Zip Codes in addresses

**See table of contents for others.

4. Procedure for finding a Zip Code:

1.

LI

Turn to the very first page of the city

Find the Zip or see the words ‘’See Appendix"’.

If referred to the Appendix, go there

In the appendix look under the appropriate division

Find the ‘'street’’ name.

To the right of the “street’’ find the two digit number, luok to the top of that same
column and find the first three digits.

Memorize the following western states, state abbreviations:

Oregon OR Montana MT
Washington WA Utah Ut
California CA Wyoming WY
idaho ID Colorado Cco
Nevada NV New Mexico NM
Arizona AZ Hawaii Hi?



ACTIVITIES
ANSWER
SHEETS
ACTIVITY 1
AK (of 4
A2 A
_CA A
@0 M/
& NN
HI MO
_ My
MT Yr
lad 4 wi/
_oR e
vr ISAMOA
WA )
wy NE

109

“‘“‘-“-‘
NO®SAEWN-g

18.

L I

YHe 29 COOE DIRECTORY
TEACHER OUIDE PAGE O

ACTIVITY 2

OV F I D T cannmal b

MEMORI2E vRELITE
30 STATE® ABBREVIATIONG
TO TEACHKER.



™E 2% O008 DIRECTORY
TEAOHER GUIDE PAQE YO

ACTIVITY 3 ACTIVITY b

WORDS: Primary ¢ dildmn Hospital

ARPRT ao “
£04 égéég be »:Lar /(a3

-—

STA
MSN 0 Milen Hawaiian J/L@L
HEL. 2005 falra BA.
fbnelulu, HI 2605
ABBREVIATIONS: s _(ltege of San Mateo
s ) /l/ .
_InsnvrE 2, A FSOR
UNIVERSITY
CAUSEWAY o _Lord{ Taylor
—_BYPASS S™ Luen P,
M EMHLANOS _ New York, A Y 10008
5. ____ Yoo& ROORESS
ACTIVITY 4

Semoa 920 Nm _EINS 6. Internationa) Brsiness Hachine
mos

& rison Arla!y
cc): 4362Y :: Z;';aoj_ Aashoille, 77 37219
:_A _Qﬁé, g: :! :ﬂ‘”aa: 7. éé/g“mia STske @/ﬁ/ &J/'/J/a’
JoM aft L IN
L 6208 AL _3590¢ o o e wem
T Y mel in Cood '
LMM . 10+

Ll Pt Sl i




THE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 11

NAME KEY

ACTIVITY 6 ACTIVITY 7

ZONE /MPROVEMENT PROGRAM California CA Qe

Puerto Rico PR 009 or 2097

-—

2. LPNABETICALY linois L _ééé//
Alaska AR 99559
3. S Massachusetts A O/ 240

New York AV /OORAR
4, FASTER A CHEAPER g DEPENOABLE Minnesota AN Séb0/

Hawaii HL 96818

5. 2 Utah 0T Ss 60/
_ District of
6. OPENING OL F/RST PRGCE OF Columbia _2¢€ oS00
LACH STATE Colorado co 0222
Tennessee TN 38/ 1038152
7. _~SoU7H " |daho /2 83706

California A Plb oS

_BUI/ILO/INS

®

9. LOokI1TOPIN THE Z2/P COO&
IIRECTLRY




1. _Zone Improvemont Brogram
o, _faster chesper

more_dependaéle

s BHIG o 208
4a. Em’ ”n

4b. Rhode Island g_ Texas 7

Utah 8 Virginisland 9_
Florida 3 Virginia 2z

New York  _Z_

5a. A/ o 7%6

5b.

6. Alsbomg Alaska , Arizona

2. _eites, alphabetiod

8.

2/ '
Albany Alhambre, Andheim,

/) ersfrel

_&MQ””/L

9a. (Government Offices

ov. _ Buildings

vo. _Phel Dffice Bores

~103

THE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 13

NAME KEY
DATE

10a. Parkview Convalescent Hospital

A5/ £. Lincoln Street
Anaheim, CA _ 72808

10b. Whilsire Towers .
280 North Whilsire

Anaheim, CA __ %280/

10c. Disneyland
313 So. Harbor

Anaheim, CA _F2802 or 92843

11a. Provo, UT S#46o/

11b,__Leokltap
Tetephone operafor

/Jibrarian or schoal covnselor

12. Minnesota~ _ MN

13a. Canal Zone C_Z Puerto Rico ;’g
New York ¥ Alaska AK
Utah yr

13b. Ranch Rnch
Furnace Fourn
Trailer Trir

Meeting M fg
Seminary -Snmrl
Lakes Lkg

14a. MO = Ml.ifaori

1ab. _Opening s pages
14c. _"S¢e Appendix”

144, 400k in Agpendix where the
eities ars /isted.

140, _Named strects # Avenves




THE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 14

15. that rumber and any
higher humber on
Street

16. Street

17. Caroline Island 4@ </

Station Agana 96912
Pago Pago, Samoa _ 969200, %799
18. Fort Ord QIM/

Travis Air Force Base __ F#335
Long Beach Airport 90806

Scranton Army Ammunition /85'6/

When you are sure that you have learned all there is to know about Zip Codes, and all your
answers above are correct, or have been corrected-— TURN IN THIS ANSWER SHEET.

You are now ready to proceed with the ACTIVITIES.

***NOTES***




THE ZIP CODE DIRECTORY
TEACHER GUIDE PAGE 15

THE ZIP CODE DIRECTORY
CHECK SHEET

NAME

(period)

Date Started

Date Finished

Pre-Test
FINAL GRADE
Credits/Points
Question — Answer sheet () (self-check)
Activity 1 (grade)
Activity 2 (gradr) (to be given orally by the teacher or aid)

Activity 3 (grade)
Activity 4 (grade)
Activity 5 (grade)
Activity 6 (grade)

Activity 7 (grade)

Post Test “A”’

Post Test “B*

Comments:




This Certifies That

has completed the Course

and made a satisfactory grade.

In Testimony Thereof this certificate is awarded
onthis___ dayof 19

Approved by

1f:in



THE SUPPLY CATALOG
PRE TEST

THE SUPPLY CATALOG
PRE-TEST

In order to test your ability to use a Supply Catalog and thereby determine your need for
completing this unit, .answer the following questions. Be sure to use correct spelling, PRINT OR
TYPE PLAINLY.

Get a copy of the supply catalog from your instructor, and one (1) order form.

Fill in the order form with the following information. 1t must be 100% correct to pass.

Mr. Clay Potter of the Art Department, code No. 452 — at J. F. Kennedy High School, code
No. 52 — wishes to order the following supplies from the school’s warehouse, located at 39999
Coleman Avenue, Fremont, CA 94538.

1 gal. Liquid starch
11g.bt. India Ink
5 Putty knives

250 Ibs. Buff Clay

100 Ibs. Red Clay

2 Opague projector lamps & DRS 1000W
2 Dust pans 16"

2 pk. Med. Steel wool

Make the extensions
Sub-total

Add 6% tax

Total

Take to your teacher for correction.




THE SUPPLY CATALOG
POST TEST ""A”

THE SUPPLY CATALOG
POST TEST “A”

Get a copy of the supply catalog from your instructor, and one (1) order form. Fill in the
order form with the following information. It must be completed with 90% accuracy in order to
pass this unit.

Use correct spelling, PRINT OR TYPE PLAINLY, all of the blanks must be filled in.

Mr. Clay Potter of the Art Department, code No. 4562 — at J. F. Kennedy High School, code
No. 52 — wishes to order the following supplies from the school’s warehouse, located at 39999
Coleman Avenue, Fremont, CA 94538.

1 gal. Liquid starch
11g. bt. India Ink
5 Putty knives

250 Ibs. Buff Clay

100 Ibs. Red Clay

2 Opaque projector lamps $ DRS 1000W
2 Dust pans 16"’

2 pk. Med. Steel wool

Make the extensions

Sub-total

Add 6% tax

Total
. ”

/
Take to your teacher for correction. % y
—3
‘—'.~ - ‘————:—
“~



THE SUPPLY CATALOG
POST TEST “B"

THE SUPPLY CATALOG
POST TEST “B”

Get a copy of the Supply Catalog from your instructor, and one (1) order form. Fill in the
purchase order form with the following information. It must be completed with 90% accuracy in
order to pass this unit.

Use correct spelling, PRINT OR TYPE PLAINLY, all of the blanks must be filled in before
submitting it for a grade.

Mr. Bunson Burner, a teacher in the Science Department at Kennedy High School, wishes to
order the following supplies from California Chemical Company:

1 Mop bucket with casters

7 Lamps for filmstrip projector CZX 500W
‘10 pk.  Cotton balls — med. size

14gr. Dropper — medicine

20 pk.  Borax Powdered Hand Soap

10 pr. Scissors nine inch

2dz. Blue checking Pencils

1 Royal Typewriter ribbon 2 spool

1 cs. Ditto Paper Blue 8% x 11

1 cs. Mimeo paper White 8'2 x 14, 16 weight

Make your extension, Sub-total, add the tax and Total. When you are sure that it is 100%
correct, submit to your instructor for a grade.
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THE ZIP CODE DIRECTORY
ACTIVITY ANSWER SHEET PAGE 1

NAME

DATE

ACTIVITY 2

O N s DN~

ACTIVITIES
ANSWER
Sweers ¢

ACTIVITY 1 16.

112 s




THE ZIP CODE DIRECTORY

ACTIVITY ANSWER SHEET PAGE 2

ACTIVITY 3

WORDS:

ABBREVIATIONS:

ACTIVITY 4
PA wYy
Samoa—_____ NM
CA CA
OH PA
MA NM
L uTt
L AL

ACTIVITY 5
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THE 2/ COOE DIRECTORY
ACTIVITY ANSWER SHEET PAGE 3

NAME
ACTIVITY 6 ACTIVITY ?
1. California
Puerto Rico
2. Illinois
Alaska
3 Massachusetts ____
New York
4. , & Minnesota
Hawaii
5 Utsh
District of
6. Columbia
Colorado
Tennesseo
7. Idsho
California
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THE 2IP CODE DIRECTORY
ANSWER SHEET PAGE 1

NAME

DATE

10a. Parkview Convalescent Hospital

Anaheim, CA

ANSWER SHEET

10b. Whilsire Towers

1.
Anaheim, CA
2.
10c. Disneyland
3 & Anaheim, CA
11a. Provo, UT
4a.
4b. Rhode lsland ___ Texas J— 11b.
Utah — Virgin Island
Florida —— Virginia —
New York S 12. Minnesota =
Sa. 13a. Canal Zone  ____ Puerto Rico ____
New York __ Alaska -
5b. Utah _
8. , ' 13b. Ranch
7 Furnace
) Trailer
8. Meeting
Seminary
! ' Lakes
' ' 14a. MO =
14b.
9a.
14c.
9b.
14d. -
9c.
14e,
O ‘ 11 5 49




THE ZIP CODE DIRECTORY
ANSWER SHEEY PAGE 2

15. "=

16.

17. Ponape, Caroline Island
Station Agana
Pago Pago, Samoa

18. Fort Ord
Travis Air Force Base
Long Beach Airport
Scranton Army Ammunition

When you are sure that you have learned all there is to know about Zip Codes, and all your
answers above are correct, or have been corrected — TURN IN THIS ANSWER SHEET.

You are now ready to proceed with the ACTIVITIES.

NOTES**
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THE 2IP CODE DIRECTORY
POST-TEST “B“ STUDENT ANSWER SHEET PAGE 1

THE ZIP CODE DIRECTORY

POST-TEST "B”

Part I. Directions: You will a copy of the NATIONAL ZIP CODE DIRECTORY.Find the following
two-letter state abbreviations (where necessary) and the Zip Codes.

1.

Dr. Donald D. Dedman
1908 Dodds Drive
Durbin, ND

Master Frederick Pheiffer
620 First Street
Fern Park, Florida

George G. Gage, PHD
711 Gregg Gardens
Hephzibah, Georgia

Mr. Dean Harrison 4. Hale
Notre Dam Hospital No. 1612
Manchester, NH

Z.C.M.l.'s
5-25 South Main Street
Salt Lake City, UT

Mr. Otto Hoover
Williams Village Motel
State Highway 119
Boulder, CO

Three Best Grocers
Grand Island, NE

8.

10.

1.

12.

13.

14.

Mrs. Ruth Torriap
5828 River Road 2¥ 11c

Richmond, Virginia

Adams Bros. & Sons
1425 Hampden
Newark, NJ

Ms. Samantha R. Cosby
General Delivery
Cruz Bay, Virgin Islands

Honorable Martha Mitchell
1111 Capitol Heights Bivd., NE
District of Columbia

Master Travis Coleman
P.0.Box 19
Joiner, Arkansas

Rural Hills Center
R.F.D. &# 1
Bismark, ND

Mr. C. Handley Barton
Barlow, Barton & Barnes
14 Judge Building
Athens, Ohio



THE 2iP CODE DIRECTORY
POST-TEST "B — STUDENT ANSWER SHEET PAGE 2

Part |l Directions: Once you have successfully completed Part | of the test, you will take the next
part with your teacher. This test is oral. You will verbally discuss it from memory with your teach-
er.

Get a copy of the Zip Code Directory, and look up the answers to the following questions.
You may wish to write down any personal notes to study from before taking this test.

1.  Why are Zip Codes used by the Post Office?

2. Describe how the states, territories and cities are listed in the Zip Code Directory. You
may wish to show the answer to your teacher.

3. List the major contents of the directory. What does the book contain. There are about
9 different items. ’

4. Outline in detail the specific procedure you will follow in finding a zip code for the
following address.
Z.CM.l's
5-25 So. Main Street
Salt Lake City, Utah

5. Memorize the two-letter state abbreviations for the western part of the United States.

Directions: Now that you are ready to take the test, put your notes away, and take the Zip
Code Directory to your teacher. Ask her/him to give you the above test.



THE ZIP CODE DIRECTORY
POST-TEST ""A” STUDENT ANSWER SHEET PAGE 1

NAME

THE ZIP CODE DIRECTORY
POST-TEST “A”

Part | Directions: You will need a copy of the NATIONAL ZIP CODE DIRECTORY. Find the
following two-letter state abbreviations (where necessary) and the Zip Codes.

1. Mr. Joe Tosumi 8. Honorable James Joyce
P. 0. Box 1356 Court House
Agana, Guam Reno, Nevada

2. Ms. Mary Beth Taylor 9. Captain Fred Williams
University of Miami Veterans Hospital
Miami, Florida ' Durham, NC

3. Mrs. Juanita Gallegos 10. Mrs. Martin Luther Jones
Box 65 Route 2 Ball-Delten Company
Medicine Bow, WY Zanesville, Ohio

4. John May Company 11. General Community Store
14 Dearborn Drive Chouteau, MO

Los Angeles, Calif.

12. Mr. Allen C. Fray

5. Dr. James Blake More Acme, Incorporated
15 Laurel Court 1415 Southbound Street
Madison, WI Winston-Salem, NC

6. Miss Elfreda Witmer 13. Mr. Allan A, Ackerman
807 First Avenue, 201 Alabama Road
Seattle, WA Alexander, AR

7. Z.C.M.I's 14. Ms. Edith E. Everett
5-25 South Main Street 1710 Seventh
Salt Lake City, UT Elizabeth, NJ
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THE ZIP CODE DIRECTORY
POST-TEST “A” STUDENT ANSWER SHEET PAGE 2

Part 1. Directions: Using your Zip Code Directory, answer the following:

1. Assume you are looking for the Zip Code for a bank in San Fran-
cisco, under what division would you look?

2. What is the geographic area for North Dakota?

3. How many colleges and universities are there in San Diego?

4. What is the complete address of DISNEYLAND in Anaheim?
’

5. What are the three main benefits to using Zip Codes?

6. How many numbers are there in a Zip Code?

7. How are the states, territories and cities listed?

Part |11. Directions: Answer the following Questions, True or False:

1. ___  _ ___ Thereisa listing of all post offices in any given state?

2. Large cities have only one Zip Code number?

3. ______ Efficient use of the Zip Code Direc.tory is an important asset in an office?

4. __________ Vermont hasonly a one page listing in the birectory?

5. _______ The word abbreviation for Causeway is CWSY?

6. ___ Zip Codes for Army and Air Force Installations are found in the Zip"Code
Directory?
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THE ZIP CODE DIRECTORY
PRE-TEST STUDENT ANSWER SHEET PAGE 1

THE ZIP CODE DIRECTORY
PRE-TEST

Part 1, Directions: In order to test your ability to use the Zip Code Directory and thereby determine
your need for completing this unit, find the following two letter states abbreviations (where neces-

sary) and the ZIP CODES.

* %

It must be 100% correct to pass.

You will need a copy of the NATIONAL ZIP CODE DIRECTORY.

1.  Mr. Joe Tosumi 8. Honorable James Joyce
P.0.Box 135 Court House
Agana, Guam Reno, Nevada

2. Ms. Mary Beth Taylor 9. Captain Fred Williams
University of Miami Veterans Hospital
Miami, Florida Durham, NC

3.  Mrs. Juanita Gallegos 10. Mrs. Martin Luther Jones
Box 65 Route 2 Ball-Delten Company
Medicine Bow, WY Zanesville, Ohio

4. John May Company 11. General Community Store
14 Dearborn Drive Chouteau, MO
Los Angeles, Calif.

12. Mr. Allen C. Fray

5.  Dr. James Blake More Acme, Incorporated
15 Laurel Court 1415 Southbound Street
Madison, WI Winston-Selem, NC ___

6. Miss Elfreda Witmer 13. Mr. Allan A. Ackerman
807 First Avenue, 201 Alabama Road
Seattle, WA Aiexander, AR

7. Z.C.M.l's 14. Ms. Edith E. Everett
5-25 South Main Street 1710 Seventh

Salt Lake City, UT

1 .

~

1

Elizabeth, NJ



THE Z2IP CODE DIRECTORY
PRE-TEST STUDENT ANSWER SHEET PAGE 2

Part 11. Directions: Using your Zip Code Directory, answer the following:

1. Assume you are looking for the Zip Code for a bank in San Fran-
cisco, under what division would you look?

2. What is the geographic area for North Dakota?

3. How many colleges and universities are there in San Diego?

4, What is the complete address of DISNEYLAND in Anaheim?
?

5. What are the three main benefits to using Zip Codes?

6. How many numbers are there in a Zip Code?

7. How are the states, territories and cities listed?

Part |11. Directions: Answer the following Questions, True or False:

1. _____ __ __ Thereisa listing of all post offices in any given state?

2. Large cities have only one Zip Code number?

3. _______ Efficient use of the Zip Code Directory is an important asset in an office?

4. ___________ Vermont has only a one page listing in the Directory?

5. ______ _ Theword abbreviation for Causeway is CWSY?

6. ____________ Zip Codes for Army and Air Force !nstallations are found in the Zip Code
Directory?




