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a

PREFACE

4
This catalog of Instructional materials, was gathered in a

I

coopirative effort by members of the New York State Education

Department, Dqision of Occupational and Continuing Education,
..i

Cornell InstitUte for Occupational Education and ISSOE Regional'

Coordinators. Thanks are extended idto all individuals is who*assisted in
P %114,. *

this compilatiOn of instructional materials found to bes-successfu
S 4

cgor teaching specific occupational competencies. Special thanks are

dues to Dr. Robert Frank) Institute Obrdinator for ISSOE Projects,

for his work in directing this project and assembling the catalogs.

Instructors in occupational education pfograms will find the

catalog useful in identifying those materials which-support effective
.

teaching. Materials reporting forms are arranged throughout the

catalog by program area, followed by ISSOENta'sk numbers, arranged

sequentially. It is hoped that these materials.will'be valuable to

occupational teachers.

0

1

ames A. Dunn.
Institute Director and
Professor of Education
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ISSOE MATERIALS REPORTING FORM

COURSE BUsiness Office, School,Name and

UNIT Communication Skills

MODULE Oral Communication

ti

TASK Receive and Accommodate Visitors

Address Ashville BOCES

Instructor

Phone Number

dloria Palmer

(710-763-9208

19791.1980 Task # 02701-01 -----ISSOE liegion 13

i

-

1980-1981 Task # V-TECS Number P

MATERIALS BEST SUITED FOR:
, .

x Individual Instruction Handicapped (Describe)

e,

x Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): c GRADE: ABILITY:

.

Introductory . , 10 Below Average Performance

Basic
----'A

11 Average Performance' .

Advanced 12 Above Average Performance
.

MATERIALS ,USED:
N I ,

b ,
a *4 1.

X Textbook x Workbook 'pther.Printed Material (Desctibe)

IIII Audio Visual Material (Describe)
,

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

'Title: The Receptionist

Author(s): Wood and McKenna Edition Copyright Date 1966

Publisher:' McGraw Hill Book Company Cost $9.40

: Pages Used:

COMMENTS: Content Organization
1

Clarity Readability
,

Illustrations . Length

Motivational Qualities

Includes: Student Directions Quizze's

:reacher comMents:

Teacher Aids

11.
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ISSOE MATERIALS REPORTING FORM

4 i

e

COURSE Business Ofilirce School Nanm and Address Ashville BOCES

UNIT. Communication Skills

MODULE Oral Communication .Instructor Gloria Palmer

TASK Receive and Accommodate Visitors Phone Number (716) 763-9208

.
, ,

1979-19801Task # 02-01-01 -ISSOE Region 13 .

.1980-1981 Task # . . V-TECS Number ?''
. l

'MATERIALS BEST SUITED FOR: .

1

'X , Individual Instruction. Handicapped (Describe)

X Group Instruction Other.(Describe) ,

.

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY: 74

Introductory p
X Basic X 11

Advanced J 12

MATERIALS USED:

Textbook Workbook Other Printed Material (Describe)

X Audio Visual' Material (Describe) 2 Training Cassettes *
----.,

, Simulations/Demonstrations

Be1oW Average Performance.

X Average Performance

Above Average Performance

Other (Equipment, Supplies, Etc.).

Title: The Receptionist

,Author(s): Buller and.Smith Edition Copyright Date.1978

Cost
.

Publisher: 'Southwestern Cost I S6.69
.--/

Paged used:
i r

COMMENTS:. Content Organization-

Clarity Readability ;

.- 41.

Illustrations Length .
t A

Motivational Qualities.

Includes: X Student Directions Quizzes Teacher Aids
1

-

t
.i

Teacher Comments: Practice Set . 1

.-

2

t



MEW
ISSOE-MATERIAL34REPORTING' FORM

"'COURSE Bu inesa offite

ComMunicaEion skillsUNIT

MODULE Oral 'communications

TASK Receive and accomodate visitors

1979-1980 Task 0/ 02-01-01

'1980-1981 Task #

MATERIALS BEST-SUITED FOR:

Individual Instruction

x Group Instruction
1

c INSTRUCTIONAL LEVEL(S):

School Name and Address Mt. Vernon H.S.

I
t

Instructor - Irene Schindler
-

Phone Number (914) 668-680

ISSOE Region 3S

V-TECS Number

Handicapped 1(DescrIbe)

Other (Describe)
.7

GRADE:

Introductory ib - --
x Basic x 11

Advanced 12
.

_

ABILZTt:

x. Below Average Performance

xAverage Performance

Above,Average Performance

MATERIALS USED: .

x- Texthook . 'Workbook Other Printed Material (Describe)
----4-- & ,A

'Audio nsual Material (Dedgribe).
!

. , ...
1

Simillattions/Demonstrations
.

1

Ocher (Equipment, Supplies, Etc.)
. .

Title:

Author(s):

Publisher:

Clerical Office Procedures

Pasewark, Edition 6 Copyright Date 1978

'Southwestern Cost' $9.42

Pages used: 180-190,

COMMENTS: Content

.Clarity

Good

Good

II

Organization Good

Readability Appropriate for 10-11

Illustrations Graphic /appropriate Length SariqfArrnry

Motivational Qualities Attractively presented: interesting
1

Includes:

Teacher Comments:

-

x Student Directions .Quizzes x Te ,acher Aids

7

3
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COURSE Office

UNIT

ISSOE MATERIALS REPORTING FORM
SW'

School Name and Address Mt. Vernon 11:S,- .-

Communication. skills

. -

MODULE , Oral communications

TASK Receive, record,& route phone calls

1979-1980 Task # 02-01-02'

1980-1981 task # ,

MATERIALS BEST SUITED FOR:

Individual Instruction . 'HandicapPed (Describe) -t

Instructor Irene Sch,indler

\

..-

...
.

Phone Number (914) 668-6
.

ISSOE llgion 3S
, -1

V-TECS Number AV
.

. .

x Group Instruction

INSTRUCTIONAL LEVEL(S):

Introductory

Basic

Advanc.04

Other (Describe)

GRADE:

10

x 11

12

ABILITY:

Below Average Performadce

x Average Performance

Above Average Performiance

MATERIALS USED:,

x Textbook Workbciok Other Printed Material (Describe) .

Audio Visual Material (Describe) %,. III
. ,

'Simulation emonstyations c.

)
/ ,

Other (E uipment, Supplies, Etc.)

Titlt:

Author(s):

Clerical OffiCe Pt'ocedures

Pasewdrk, Oliverio 'Edition' 6 Copyright Date 1978

Publisher: Southwestern Cost$9.42
I

.

Pages used: 204-217

COMMENTS: Content Good Organization Good

Clarit.y Cood Readability* Appropriate for grade level

Illustrations Numerous/appropriate Length Aderplarp

liOtivationl Qualities

InclVdes: x Student Directions Quizzes x leacher Q4ds

Teacher Comments: le

.

4



COURSE

UNIT

L

ISSOE MATERIALS REPORTING FORM

Business Office

Cothmunication Skills

. MODULE Oral Communication

School Name and Address AshvillaBOCES

InstruCtor Gloria Palmer

TASK Receive, record, route phone calls Phone,,Number (716) 363-9208

1979 -1980 Task # 02 -01 -02 ISSOE Region 13

1980-1981 Task # 17-TECS Number

/ .MATERIALS BEST SUITED FOR:

X Individual Instruction. Handicapped (Describe)

X Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S) t - GRADE: ABILITY:
. ,

Introductory 10

cBasic 11

Beloy A4erage Performance

Average Performance
-

Advgkcea
.

12 , Above Average Performance

,
.

MATERIALS USED:,

X Textbook,, Wt book Other Printed Material-(Describe)

Audio,Visual Materia "(Describe)
-

Simulations/Demonstrations

Other (Equipment. Supplies; Etc.)-
t

Title: General Office PrOtedures .

AUthor(s): Arche, Bracker Stewart Edition 4th Copyright Date, 1975
-

Publisher: McGraw ,Hill Cost$9.18

''.Pages'used:

COMMENTS: Content.
Organization

o

Clarity Readability

Illustrations Length I

Motivationak'Qualities

Includes: Student Directions Quizzes , Teacher Aids
- L-

. -..
I

ft V

Teacher Comments:

ti

r.
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MORSE Business.Office

ISSOE MATERIALS REPORTING FORM
(

School Name and ' DQSS Ashville-BOCES

Communication Skills

r

MODULE Oral Communications
% instructor Gloria Palmer-

. & ,
.

. /.

'Receive record, & ro7telphone Calls
TApK. .' Phone Number

t .

..
,

19,. 79-1980 Task # 02-01-02 ISSOE Region

(716) 4763 -9208

13

1980-1981 Task # ) V-TECS Number- .
,

MATERIALS BEST1SUITp FOR:

IndividuarImitruction Handicapped (Describe) , . .

"4.

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

IntrodUctory 10 ' Below Average Performance _

,X Basic X- 11

Advanced 12 '

Averaee.Performance'
k 4

Abpve Average Performance
\ e \

,

.ATERIALS,USED: \
V

Textbook/
....

Workbook X' 'Other,Printed Material (Describe) 30
, , . ,' L-

,
tpachpr

X Audio Visual Material (Describe) 90 ttminue cassette' 4,
. material

. - ,,
., t

.
.

..___,,...Simulations /Demonstrations 1
, -

r
-X Othei aquipmedt, SuiSpIies, Etc.) 1- 2.basters

- 4

'..t,
\\

_ , .
. . *ft. ,' i

r

Titig:Tel_ephone pse,,,Activity'Pack I,

.

v

. , 44' ,/"" t /- .0.:

Author(s)1:1,Weston ialsh, Pub.
,

Edition . Copyright<Da te
.--)A

, e
.

Publisheif' Portland, ME 04104 , , / Cost

Pages usel#: -.,-

COMMENTS: Content
.

.

.-----t
, l

: Clarity_
-:4.

l;)

IllUStXatiOnS

Mptivatibnal Qualities"

orri.

Otganisation '

Readability

Length -y

_

Includes: x. Student birectipns ,A Quizzes

. ,

Teacher Comments:-.i.;
!,

- .

1,1 Teacher Aids.

O I,

0

' .

12



"'COURSE Business Office .

ISSOE MATERIALS REPORTING FORM

ZNIT Communications skills

MODULE Oral communications

TASK Obtain telephone numbets

1979-198.0 Task if 02-01-03

1980-1981 Task.#

MATERIALS BEST SUITED FOR:

1 .

C' 4

School Name and Address Mt.Vernon H.S.

1

Instructor Irene Schindler

Phone Number __(914) 668-6580

ISSOE Region 3S

/4-TECSNumber

. .

Individual Instruction.: Ha icapped (Describe)
, .

.

1 x GrouppInstruCtian ' other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

IntroductOry 10

x Basic
e

x 11

Advanced x 12

'ABILITY:

x Beld Average Performance

x Average Performance

Above Average Performance
A. .

,MATERIALS USED: .

x Textbook Workbook Other'Printed Material (Describe)

;Audi Lsual,Mat,eria1 (Describe)

Si lations/Demanstrations

Title:

her (Equiptent, Supplies, Etc.)

Clerical Office Procedures

Author(s): Pasewark , Oliverio

Publisher: Southwesteta

Pages used: 217-238

COMMENTS: Content Good Organization Good

Clarity Good Readability Appropriate for grade lev%1

Illustrations Length'

Motivational Quflities

Includes: x Student Direction's Quizzes x Teacher Aids

Edition 6 Copyright Date 1978
.

\., Cost $9_49

.

Teacher Comments:

do

13 - 4



ISSOE MATERIALS REPORTING FORM,

,.., 411
COURSE Business Office -` SChooi Name and Address. Mt. Vernon F.S.

. UNIT Communications skills ,,,,(,

MODULE *Oral communications Instructor Irene' Schindler.
.

TASK Obtain telephone numbers Phone Number (914) 668-6580,

1979 -1980 Task # 02-01-03 ISSOE Region 3S

1980 -1981 Task fi ' V -TECS Number

MATERIALS BEST SUITED FOR:
.....,

x Individual-Instructon Handicapped (Describe)
Or
x Grotip Instruction, Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:,

ratroductory" x 10

x Basic x 11

Advanced x 12

--1'

ABILITY:

x Below Average Perfoftance

x Average PerforMance

Above Average Performance'

MATERIALS USED:
. .

TextbOok Workbook: x Other Printed Material (Describe)Materials
AO

, Audio Visual Material (Describe)
..

Simulations/Demonstrations simulation'
)

Oth4 (Equipment, Supplies, Etc.) THANK YOU/PLEASE CALL AGAIN BOOK

and model -phone direcItory

Title: Telephone Training for Business Students

Author(s):. 'NY Telephone Company Edition _Copyright Date

Publisher: N.Y. Telephone Co. Cost Frte'

Pages used: pp. 28-6'in Using the Directory
P

4

COMMENTS: Content Excellent Organization .; Excellent
O

Clarity Excellent ' . Readability , Excellent

Illustrations Ekcellent Length Appropriate

Motiyational Qualities Is very relevant and well, presented

Includes: x 'Student Directions_ x Quizzes x Teacher Aids

Teacher Comments: Contact local Telephone Business Office to reserve telephone equipment: .

a free,supply of handouts, modified directories; and a spirit master book

of telephone and directory information and teaching assistance available

groups/teSchers upon request.

8

I.
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N
Hsu MATERIALS REPORTING FORM

, COURSE Business Office

. UNIT' Communication Skills

MODULE Mail Handling

TASK prodess incoming Mail

'1

5 ' 1979-1980 Task 1/ 02 -02 -01

1980198l Task #
C 0

MATERIALS BEST SUITEDFOR:

Individual Instruction

Group Instruction

School Name And Address Ashville BOCES
11,

.
Instructor Gloria Palmer

Phone Number

ISSOE.Region

(716) 763-9208

13

V -TECS Number

Handicap lied (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic 11

Advarided 12

MATERIALS USED:'

'AT

ABILITY%

Below Average Performance

Average Performance

Above Average Performance

Textbook Workbook Other Printed Material (Describe)

Audio_ Visual Material(Describe)
---. '

,

Simulations/Demonstrations , ,On the Job Training

Other (Equipment, Supplied, Etc.)

Title: Mail Clerk

Author(s):

Publisher:

Pages used:

COMMENTSi"

French

st r
Edition Copyright Date 1973

Content

Clarity

Illustrations

Motivational Qualities.

t Includes: Student Directions Quizzes' Teacher Aids
' r ,,,,

-

TeiCher Comments: I
'

,

Organization

Readability

,.akength\-1

Cost .
$2.67

r.

a
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ISSOE !ATXRIALS _REPORTING FORM

COURSE Bubiness Office School. Name and Address._ Mt:1VernOn H.S.

UNIT: Communication skills

MODULE

TASK

Mail handling

Process incoming mail

1979-1980 Task # 02-02-01

Instructor Irene Schindler

Phone Number (914) 668-6580

ISSOE Region 3S

1980 -1981 Task # V-TECS Number
,

MATERIALS,BEST SUITED FOR: * ,
....

,

Individual Instruction Handicapped (Describe) -.

Group InOtruction -Other (Describe)

INSTRUCTIONAL LEVEL(S):
.

I GRADE: . ABILITY: .

Introductory 10 v Below Average Pertormince

x Basic /K 11.E x Average Performance

Advanced x 12 Above Average Performance

MATERIALS USED:
401

Textbook Workbook Other Printed Material.(Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

, Other (Equipment, Supplies, Etc.)

Title: Clerical Office Procedures

Authot(s): Pasewark, Oliverio Edition 6Copyright Date 1978

Publisher: Southwestern Cost $9.42

Pages used: 370 -377

COMMENTS: Content Complete, Organization Good

4 Clarity Good Readability Appropriate for 1011

Illustrationsliumerous/in color and Length

MotivatiONWI-Qualities black and white

Includes: x Student Directions

Teacher Comments

Quizzes x Teacher Aids

k

10

16



v.,

.,'(;UESE BUsiness Office:°_

UNIT . Arimunicatibn Skills.

NODULE, Mail dandling

3 3-

TSSOE MATERIALS REPORTING FORM

School Warne and Address Ashville BOCES

a

Instructor' Gloria Palmer

TASK 'Process 'incoming mail Phone Number (716) 763-9208

1
1

1

. .

' 79-1980 Task # 02-02-01
,,--

r

480-1981 Task-#

MATERIALS BEST SUITED FOR :''

Iadividual Instruction ,

Group Instruction
4

IS$OE Region .13

V -TECS Number

Handicapped Describe)

Other (Describe)
, -

INSTRUCTIONAL LEVEL(S): . GRADE:,

A Introductory _ 10

.

----4--

#
. Basic 11

Advanced

MATERIALS USED:

ABILITY:

Below Average formance-

'Average Performanc

Above Average Performance

Textb46k x Workbook Other Printed Material (De-Scriber

Audio Visual Material (Describe)

.Simulations /Demonstrations

Other (Equipment, Supplies, Etc.)

4

Title: Gregg Office Job Training Program

. Author(s): Andrews

Publisher: Gregg/McGraw'Hill

Edition Copyright Date 1973

Ccsst $2.67

Page's used:

COMMENTS; Content 'Organization

--Clarity Readability

Illustratiods Length
. .

Motivational Qualities-

Includes: Student Directions ,.Quizzes Teacher Aids,

TeacherComments:

n,
17'



ISSOE MATERIALS REPORTING FORM.

COURSE 'Business Office School Name and Address Ashville BOCES

UNIT Communication Skills

'
MODULE Mail Hndling

TASK Process incoming mail

1979-1980 Task # 02-02-01

1980-1981 Task #

Instructor
1 -

Gloria Palmer

Phone Number' (716) 763-9268 :

ISSOE Region

V -TECS Number

MATERIALS BEST SUITED FOR:

Individual Instruction Handicipped (Describe)

Group Instruction . Other (Describe )

INSTRUCTIONAL LEVEL(S):

Introductofy

Basic

" Advanced

'MATERIALS USED

13

-4*

GRADE: ABILITY:\

LO Below Average Performance

11 , Average Performance'

12 Above A/erage Performance
#

.Textbook Workbook Other Printed Material.(Describe)

Audio Visudl Material (Describe)

Simulations/Demonstrations
,

Other (Equipment, Supplies, Etc.)

Title: General Office Procedures

Author(s): Archer, Brecker, Stewart

Publisher: McGraw Hill

)

EdLtion 4th Copyright Date 1975

Cbst
$9.18

-
Pages used:

COMMENTS: 'Content

r

10iganization
, .

rity Readability

Illustrations Length
-

Motivational Qualities.

Includes: Student Directians Quizzes Teacher Aids

Teacher Comments:

I 0

.1;
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ISSOE MATERIALS REPORTING FORM

'COURSE Business Office School Name and Address Ashville BOCES

UNIT Communication Skills

MODULE Mail Handling

TASK Process outgoing mail

1979-1980 Tsk #'02202 -02

1986-1981 Task

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instruction

Instructor Gloria Palmer

Phone Number (716) 763-9208

ISSOE Region 13

V-TECS Number

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory 10 Below Average Performance

Basic 11 Average, Performance

Advanced '12 Above Average Performance

laTERIALS USED:

Textbook Workbook Other Printed Material'(iescilbe) I
.

Apdio Visual Material (Describe)

'k.SiMulationaibemonstrations On the Job Training Program

Other (Eqqpment, Supplies; Etc.)

f7,

Title Mail Clerk '

Author(s): French Edition Copyright Date 1973

Publisher: t .\ Cost $2.67

Pages used:

COMMENTS: Content. Organization

Clarity Readability

Illustrations Length

Motivational Qualities'

Includes: Stufient Directions Quizzes Teacher Aids

Teacher Comments:

13 19
A q



ISSOE MATERIALS REPORTING FORM

COURSE.Business bffice
.

UNIT Communication Skirls

.

MODULE Mail Handling
'

TASK,, Ppocess outgoing mail

School Name and Address Ashville,BOCES

Instructor Gloria Palmer

f

Phone.Number MO /63-9208

'1979-1980 TaAk # 02-02102 ISSOE'Region 13

1980-4981'Task,# V -TECS 1451.b.4=7

MATERIALS $E§T SUIT&D FOR: .

Individual Instruction , Handicapped (Describe)

Group Insttuction Other (Descri'be)

. , ,

INSTRUCTIONAL LiVEL(S): GRi6E: ABILITY:

Introductory 10 Below Average Performance
. .

Basic 11 4verage Performance

Advanced 12
D

Above Average Performance

MATERIALS

TextboOk x Workbook

Audio Visual Maierial. (Describe)

Simulations/Demonstrations

Other Printed Material (Describe)

Ofhei. (Equipment, Supplies, Etc.)

Gregg OffiCe Job Training Program
, Title:

Authoi(a): Andrews - Edition Copyright Date 1973 -i

Publisher: Gregg/McGtaw Hill

Paged used:
'.- : -

, COMMENTS: Content . Organizaion

oClaritY lladability
s

Illustrations Length .

Cost $2.67

Motivational Qualities

'Includes: Student Directions

Teacher Comments:

__Quizzes Teacher Alds

,

.

it

.

14

41



. 411t,
COURSE Business Office

UNIT

ISSOE MATERIALS REPORTING 'FORM*

School Naaie and Address 'Ashville.BOCES
, -

Communication Skills

- MODULE Mail Handling

TASK Process outgoing mail

1979 -1980 Task 1102-02-02

1980 -1981 Task #

MATERIALS BE§T SUITED FOR:

Instructor

Phone Number

%I?

t %

Gloria Palmer

(716) 763-9208

ISSOE Region '13

V -TECS Number

Individual Instruction Handicapped (Describe)

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic 11

Advanced

MATERIALS, USED:

X Textbook WOrkbook

Audio tsuel Material (DeScribe)

Simulations /Demonstrations

Other (Equipment, Supplies, Etc.)

ABILITY; k

Balow Average .Performance

Average PerformanCe

Above Average Performance.

Other Printed Materiil (-Describe)

, d

Title: -General Office Procedures
.

,

. .

lik ,

1975Edition 4th COpyright DateAuthor(s): Archer, Brecker, , Stet ,

. .

:.:

'Cost $9.18
Publisher: McGraw Hill '42.'"'",.1"

'..,

...,

*

Pages useb .... .________. , 1

41..r. ! T i.
.

'COMMENTS: Content -. t. Organization
.

Clarity . Readability ,

. - -.

Illustrations .. . Length-
,

- \ ,,

Motivational Qualities. ir .

. ,

Includes: Student Directions . Quizzes leacher*Aids-

- . . \ I

Teacher Comments:

4

t

41,

. ( .

t,

ee

1

4



z ,

.

.//
2

..:
, -COURSE Business Office

'ISSOE MATERIALS REPORTING'FORM,

/iT,

'UNIT Communication skills

MODULE

TASK

Mail Hai/dling

Process outgOing mail
'0

1979-1980 Task 1) 02-02-02

1980-1981 Task)#

MATERIlbS-BEST SUITED Ffp:

x Individ- ual Instruction

School Name and' Address

st,

Mt. Vernon H.S.-

Instructor . 6Irene Schindler.

14.hone Number (414) 668 :654 .

- o

ISS0tiegion
. 0 0

V-TECS Number

t:-

Handicapped '(Describe)
or " ,

x Group Instruction 4 Other (Describe)-
.

'

RUCTIONAL LEVEL(S):, GRADE:
%

ABILITY:

Introductory 10 x Below ,age Performance
3,0J0 - \

x Basic x 11 x Averate 15etfordance

Advanced x 12 Above,Average Performance
-4 _ .

MATERIALS USED: "
-, x Textbook Workbook Other.Printed Materiaf,(Describe)

Audio Visual! Material (Describe) <-
t I . sib

Simulations/Demonstrations

_other (Equiptent, Supplies, Etc.)

Title: Clerical OfficeProcedures., 4

Author(s):

NECtIblisher:

-Pags.used:

Pasewarlt; Oliverio

Southwestern(

p. 380

Edition -1 6 Copyrigh&-Date 1978

'-Cost '$9:42

COMMENTS: Content Good Organization Good 4

Clarity Good

Illustrations Appropriate Length,,,

Motivational Qualities

Readabey-Appropriate !Or grade level'
c

+

T
Includes: Student Directions' Quizzes

Teacher'Comments:

acher Aids

22 ..



COURSE Business Office

ISSOE MATERIALS REPORTING FORM\

School Name and Addres6 Ashville BOCES

UNIT Commiiication.Skills

A
MODULE Mail Handling

TASK Process packages to be, shipped

1979-1980 Task # 02-02-03

196-1981 Task #

MATEkIAU BEST SUITED FOR:

Instructor Gloria-Palmer

'Phone Number (716) 763-9208

ISSOE Region - 13

V-'CS Number

Individual Instruction Handicapped (Describe)

Group Instruction. Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

IntroducCory 10 Below Average Performance

Basic 11 . Average-ferfOrmance

Advanced 12 Above Averd'ge Performance

MATERIALS USED: 2 .

a 1

Textbook Workbook

Audio Viral Material (Describe)

Other Printed Mateial (Describe)

X Simulations/Demonstrations On the Job TrMning Program

Other (Equipment,IFupplies, Etc.)(Equipment,fupplies,

Title:
'Mail clerk

PO

Author(s): French 1 Edition Copyright Date 01971
- ,-,

Publisher: N.
a

'

Cost $2.67
/ .,..,

. .

Pages used: ..\

....

COMMENT;: Content Organization ,

Clarity Readability

Illuetrationsv'T - Length

Motivational Qualities

Includes: Studeftt Directions - Quizzes Teacher Aids

Teacher Comments: O

O

7

4



COURSE Business Office

-UNIT

0

ISSQE MATERIALS REPORTING FORM

Communication Skills

MODULE Mail Handling

A

4.

School Name and Address Ashville BOCES

Instructor 'Gloria Palmer

'TASK Process packages to be shipped L--N*.Phone Number (716) 70-9208

1-9-7;9-1980-Task_ # _02-02-03

190 -1981 Task #

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instruction,

INSTRUC+NAL GRADE:

Introductory 10

Basic 11

Advanced 12

ISSOE4Region 13

V -TECS Number

HandiCapped (Describe)

Other (Describe),

MATERIALS USED:, -J

Textbook X Workbook Other Printed MatAxiar(Describe)

'ABILITY:

Below Average Peiformance

Average Performance

Above Average Performance

Audio Visual Material (Describe)

Simulations/Demonstratidns 41'

Other (Equipbent, Supplies, Etc.)

Titic: Gregg Office Job Training Program

Author(s): Andrews

14ubli#her GreRg/McGraW Hill,

Pages used:

COMMENTS Content
4

Edition Copyright Date 1973

Organization

'Cost $2.67

Clarity Readability

Illuatratipns Length

MotivationlQualities
a

Includes: Student-Direction.
*

40 Teacher Comments:

IP

a

Quizzes Teacher Aids

2



0 COURSE

UNIT

-e\

ISSOE MATERIALS REPORTING FORM'

School Name and Address Ashville BOCESBusiness office

Communication Skills

MOD' Mail'HandlIng. Instructor Gloria Palmed`

TASK Process packages to be shipped Phone Dumber (716) 763-9208

1979=1980 Task # 02-02=03 ISSOE Region 13
I

IF 1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)

Group Instruction Other (Describe) .

,

..,.

,INSTRUCTIONALEVEL(S): GRADE: ABILITY: .

. .

IntrodUctory .; 10 - Below Avea-,e Performanc411.e ....'

Basic ' 1,1 Average Performance

:Advanced 12 Above Average Performance

.MATER ALS USED:
..,

-,. Textbook Workbook Other Printed Material (Describe)

. III
udio Visual Material (Describe)

..

imulations/Demonstrations

Other (Equipment; Supplies, Etc.)

Tit]. -: General Office Procedures_

Auth r(s): Archer, BreckeriSteWart'

_

Edition 4th Copyright Date 1975

Publisher:. Mc raw Hill 1.
:Cost'. $9.18

Fag s used: _ \ ' .

CO NTS: Content 'Organization
.

. .

r

Clarity Readability ;_
r

,J.

Illustrations Length' .

Motivational Qualities.

Includes: Student Directions Quizzes Teacher Aids
C

1 .
4

.,---

. ' TeaCher Comments:

4

19

25



-COURSE- Business Office

ISSOE'MATERIALS REPORTING/F0gM

UNIT Communication skills

MODULE Mail handling
lk

Instructor Irene Schindler

TASK Process 'packages, to be shipped 'Phone-Number (914) .668-6580
.

979-1980 Task it 02-02-G3 ISSOE Region- 3S ,

7 1

,

School Name and Actress Mt..Vernon H.S.

,

A980-1981 Task #1 i V-TECS Number .

.
, 14 - 4 .

.
.

MATERIALS'BEST,SDITED FOR:. ..1.1

' 1
,, '

.

x Individual InStrutiOn, VandicaPped (Describe)

x' GioUp Instruction ,____Other (Describe)
. ,

, .,".

. . : . .
'IP

--.

4

..

.

. o

INSTRUCTIONAL LEVEL(S) . GRADE: '' -46.BILITY%

lk. ....
. .

IntrOductory / IV' Below AVerage-FerfortanCe--
x,easic 11 x 'Nei:age Performaiwe

Advanced x' 12 Above Alierage. Performance

MATERIALS USED:"

)eTextbook' Workbook
,

. Other Printed Material (Describe) .

Audio Visual Material (Describe)

Simulations/Demaistrations

-Other (Equipment; Supplies, Ete:)

Title: aerial Office Procedures

,Author(s): -Pesewark. Oliverip Edition 6 Copyright Date 1978

Publisher: Southwestern Cost $9.42

Pages used: 370-395

\COMMENTS: Content Organization ad
, -

k% 4 Clarity Good
. .

Readability ApprOpriate-fon,zrade level

Illustrations Numerous/appropriate II' length .
:

Motivational Qualities
4

.

Includes: 'Student Direttions Quizzes Teacher.Aids
v

,

..
,-____ -

.

.

.

4
,'.,

Teacher ComentS: , ,

s 0'
4 .

..

'"
.

I

:2626
20

S.



A

COURSE Business Office.

ISSOE MATERIALS REPORTINFORA-7-`-1

UNIT Filing and Retrieval

MODULE Indexing

'TASK Index names for alphabetic filing

1979-1980 Task # 04-01-01

1980-1981iask

MATERIALS BEST SUITED FOR:

X Individual Instruction lc Handicapped (Describe) Emotional & Physic'd

Group Instruction. Other (describe)

INSTRUCTIONAL LEVEL(S)r GRADE: ABILITY:
(

School Name and Address,m
Onondage-Madisdn BOCES

Instructor

Phone Number

ISSOE Region
, -

V -TECS Number

David Stallone

(315)463-4155

9

7 I .

x Introductory s' 10 x Below Ay.erage prforttnce

Basic 74" 11 .... Average Performance
7---. ' 4 ,

Advanced .- 12 Above Average Performance

MATERIALS USED:
XAdult'

Textbook Workbook Othqr Printed Material (Descrlbe)

Audio ViSual Material (Describe) 4

E's

X Simulations /Demonstrations

Other (Equipment f 'Supp1ies, Etc.)
. ,

Title: Gregg Qilick Filing Kit

Author(s): Jeffery Stewart. Gilbert Kahn Edition 2nd Copyright Date,

CoSt $3.70Publisher: McGraw Hill.

Pages used:

1979'

COMMENTS: Content Good . Organization Good

Clarity Good - Readability Good )

',,
', Illustrations Good . Length Good

Motivational Qualities .. Fair '..

, , .,.. ,

Includes: x Student DirectionS' x Quizzes x, Teacher Aids

t

.. '6-

- :

Teacher Comments: Student ,will index 19 rArdq, witb huQinPss Anel
,

indiuldual-namoc,

for alphabetic filinp.

1

21

27.



COURSE 'Business Office

UNIT

ISSOE MATERIALS REPORTING FORM

,Filing and,Retrieval

MODULE- Indexing

School Name and Address Onondaga-Madison BOCES

Instructor. David Stallone

TASK Index names for geographic filing Phone Number (315) 463-9155

.-1979-1980 Task # 0401-02- ISSOE Region 9

1980-1981 Task # V-TECS Number
.

MATERIALS BEST SUITED FOR:

x Individual Instruction x Handicapped (Describe) Emotionaland Physical

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

x Introductory 10 x Below Average Performance

Basic 11 Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:
x Adult

-Textbook Workbook Other'Printed Material (Describe)

Audio Visual Material (Describe)

X Simulations /Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Gregg Quick Filing Kit

Author(s)F: Jeffery Stewart, Gilbert Kahn

Publish : McGraw Hill

Pages used:

COMMENTS: Content Good Organization Good

,---,--

Edd.kionIndusilliopyright Date

ost $3_70

Clarity Good Readability', Good

IllustLtions Good" ,Length

1979

. Motivational Qualities Good

Includdb: x Student DireCtkcs x. Quizzes x Teacher Aids

.

Teacher Comments:

-.3

22



%
.''', ... ,4

, .Issog MATERIAL8 REPORTING FORM _'' ° c,
,

COURSE Business Office - . \School Name and Address Onondaga-Madison,BOCES
--'

,

'., '4,
u

UNIT °. Filing and ketrieyal','

MODULE°' 'indexing 4David Stallone,
TASK Index addresses and names for

k,
!geographic tiling

1979-480 Task #0401-02

'1980-1981 Task #

MATERIALS BEST SUITED,F0i:

INS

.

Individual InstruCtion

Instructor

l'Phone'Numher (315) 4639155

1SSOE2Region

at;':y-TE6,Number

j '44

Handicapped (Describe) Fmntinnal

Group Instruction Other

UCTIONAL LEVEL(S):

Introductory

Basic

Advanced

MATERIALS USED:

x Textbook X Workbook Other Printed Material (Describe)

Audio Visual Material ( escribe)

Simulations/DeMonstratio

Other (Equipment, Supplies, Etc.)

GRADE:

10

11

12

X Adult

(Describe)

and Physical

. x Below Average Performance

Average Performance

Above Average'Performance

Title: Clerical Recordkeebing I

Author(s): Baron/Steinfeld

Publisher: Southwestern_

Pages used:.Chanter 1, Jobs 4&5

'COMMENTS: Content Gobd

ClaYity

Illhstra ions Fair.

Motivati nal Qualities

uu luue u Student Directidns

Editiomir.d Copyright Date .1971

- Teacher

Organization

Readability

Length

,
, Cost

Fair

Good

Fair

\

)

'x Quizzes- x
^

Teacher Aids\ ^4

do

Comments: To illUstrate var ied ways to,index addresses and\names for.

geographic filing.



"

COURSE Business Office

UNIT

MODULE Indeking

TASK Index addresses and names for

-TA

p-

ISSOE MATERIALS REPORTING FORM

Filing and Retrieval

geographic tiling

1979-1980 Task # 04-01-02

'1980-1981 Task #

:School Name and Address Onondagi -Madison BOCES

Instructor David' Stallone

-.Phone Number (315) 463-9155

I8SOE Region 9

-V-TECS Number

.

MATERIALS BEST SUITED FOR:
, .

x Individual Instruction x Handicaplied (Describe) Emotional & Physical

Group Instruction Other (Describe) .....,

'INSTRUCTIONAL LEVEL(S):

x Introductory

Basic

Advanced

MATERIALS-USED:

x Textbook WorkbOok

Audio'Visual Material (Describe)

Simulations/Demonstrations

GRADE:

10

11

k A ult

t Other Printed Material (Describe)

ABILITY:

x BelosihAverage Performance

Average Performance

AboVe Average Performance

.-Other (Equipment, Supplies, Etc.)

Title: Clerical Office Procedures

Author(s): Pasewark & Oliverio I Edition 6thCopyright Date 1978

Publisher: Southwestern

Pages used:sed: Pnits: 7 part III,.8 part 3 ..te

i
.

.
s

COMMENTS: Content Good l' Organization Good

Clarity 'Fair Reaaability Good
.

Illustrations Fair - 'Length

Cost $10.00

-- Motivational Qualities. Fair

Includes: x Student Directions

.' Teacher. Comments:

:.f

, Quizzes x Teacher Aids
.

1*

30
6



111/ COURSE Business Office

ISSOE 'MATERIALS REPORTING FORM

School Napo and Address-Onondaga-Madison BOCES

UNIT Filing & Retrieval

)
MODULE Indexing Instructor 6avid Stallone

moor

-TASK cross- reference special problem names PhOne Number (315) 463-9155

1979-1980 Task # 04-01-03

1980-1981 Task #

'MATERIALS BEST $UITED FOR:

ISSOE Region 9

V-TEGSNumber

X Individual Instruction x Handicapped (Describe) Emotional & Physical

Group Instruction other (Describe)
o

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

x Introductory - 10 x Below Average Performance.

Basic t -11 Average Performance

Advanced 12 'Above Average Performance

'MATERIALS USED:
Adult

Textbook Workbook' Other Printed gateri escribe)1 Audit) Visual Material (Describe)

x Simulations/Demonstrations

'Other (Equipment, Supplies, Etc.)

Title: Gregg Quick Filing Kit

Author(s): Stewart/Kahn
O

-Publisher: McGraw Hill

;Wes Used:
44,

''COMMENTS:' Content Good Organization Good

Clarity Good Readability. Good

'Illustrations Good Length' Good

MotivaW.onal Qualities: Good

Edition 2nd Copyright Date

Cost $3,70

1979

Includes: x Student Directions x Quizzes x Teacher,Aids

Teacher Comments:.

4

25

31,



ISSOE'MATiRIALS ,REPORT* FORM

COURSE Business. Office

UNIT Filing and Retrieval- (
School Name and .Addressbnondega-Madisdh BOCES

. .

MODULE' Alphabetic Filing Instructor David Stallone

TASK . Retrieve correctly filed info._ Phone Number (315) 463-9155 I

1979 -1980 Task #04-02-01

1980-1981 Task #

MATERIALS BEST SUITED FOR: -

x Individual Instruction x Handicapped (Describe) Emot onal & Physical

ISSOE Region 9

V -TECS Number

Group Instruction Other (Describe)

f

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

x Introductory 10 x Below Average Performance

. Basic 11 Average Performance
. .

Advanced 12 Above Average Performance
. .

x Adult
..1

MATERIALS USED: a

X Textbook WOrkbook. Other-Printed Material (Describe)
..--'

Audio Visual Material (Describes

Simulations/Demonstrations

Other (Equipment; Supplies, Etc.)

Title: Clerical Office Procedures

. Author(s): Pasework and Oliverio Edition 6th Copyright Date' 1'978,

Publisher: Southwestern 'Cost '$10.00

Pages used: "Unit 7

COMMENTS: Content Good Organization Good

Clarity Fair Readability Goad

Illustrations Good Length

Motivational Qualities' Good

Includes: x &Student DirectidiS Quizzes Teacher ids

Teacher Comments: Used to demcni;trare various ways of Wing and retrieving

information 146



4111,POURSE Business Offite

UNIT

- ,( '

ISSOE MATERIALS'REPORTING FORM

School Name an& Address Onon

Filing and 'Retrieval
. -

MODULE Alphabetic Filing

TASK R6trieve Correctly Filed Info.

1979-1980 Task #-.04-02-01

r

a adison hOCES

Instructor David; -St`a one

.Phone NUMber (315) 63-9155

ISSOE Region
.

1980-1981 Task if, V-TECS Number

=MATERIALS BEST SUITED FOR: ,

x. Individual Instruction x Handicapped (Describe) Emotional YhyRiral

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

x Iritrodattory 10 ,. Below Average Performance

Basic 11 Average Performance

Advanced 12 Above Average Performance

.T.
MATERIALS VSED:

Adult

X Textbook Workbook Other Printed 2.1terial..(Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Clerical Recordkeeping I

-kilthor(s):'Baron/Steinfied Edition 3 rd Copyright Date 1971

Telisher: Southwestern Cost $7.80

Pages used: Chapter 1

COMMENTS: Content Good Organization Good,
.-

.
Clarity Good Readability Good

Illustrations Good Length Good

Motivational Qualities.

Includes: x Student Directions . Quizzes x Teacher Aids

Mather Comments:

I!

Z7_
33.



I.

ISSOE MATERIALS REPORTING FORM .

COURSE Businessikfice
-

UNIT Filing and RetiievIl
r

. 41

MODULE. Alphabetic Filing

TASK

a

.

School Name and Address Onondaga-Madison BOCES 411V

Instructor David Stallone

Retrieve Correctly FilesInformatioPhone Number, (315) 463-9155

1979-1980 Task # 04-02-01

1980 -1981 Task #

MATERIALS BEST SUITED FOR:

x Individual Instruction

Group Instruction

INSTRUCTIONAL LEVEL(S):

x Introductory

Basic

Advanced

, MATERIALS USED:

Textbook Workbook

Audio Visual Material (Describe)

imulations/Demonstrations

ISSOE Region 9

V -TECS Number

te774.*

x Handicapped (Describe).- Emotional and Physical

Other (Describe)

GRADE:

10

11

12

X ''Adult

ABILITY:

x lelow Average Performance

Average Performance

Above Average Performande

Other Printed Material (Describe)

Other (Equipment, Supplies, Etc.)

' Title: Gregg Quick Filing Kit

Author(s): Stewart/Kahn

Publisher: McGraw Hill

Pages used:

COMMENTS: Content Good Organization

Clarity Cood Readability

Illustrations' Good Length

Motivational Qualities Good . °

Edition 2nd Copyright Date 1979

Cost $3.70

(;nod

Cood

. Includes: x Student Directions

Teacher Comments:

a

x Quizzes x Teacher Aids

o'er

10

28

34



0
.6.

.

.ISSOE MATERIALS REPORTING FORM

II" COURSE Blisindc's Office

UNIT Filing and Retrieval.

MODULE AlphabeticFiling _

TASK Retrieve misfiled"maierial'

1979-1980 Task #04.-02-02

198071981Tasi #- .

MATERIALS BEST SUITED FOR:

x Individual Instruction

Group"Instruci'ioner '(?then (Describe)

O -

1

School Name and AddreasOnpaaga-Madison,BOCES

0, ,Instructor liatiia Stallone
#

Phone Number "(315) 483-9155

ISSO1 Region

V-TECS Number

oco,

x Bandicapped,(Describe) Emotronallg Physical.

INSTRUCTIONAL LEVEL(S): GRADE:

Int;gductory 10

'
Basic 11

Advanced' 12.

Adult
MATERfALS USED:

Textbook Workbook Other

ABILITY:

BelowAverage Performance

Average Performance

Above Average Performance

Printed Material (Describe)

"r

:

Zes-ut.

Audio Visual Material ('Describe)

-Simulations/Demonstrations

x\ Other (Equipmen't; Supplies, Etc.)
)

.
4A

Author(s): °

Publisher:

1p actual file_drawey

Edition Copyrfghp Date

Cost
*

.°

Pages used:,

COMMENTS: Content

Clarity

Illustrations
?

NA O

Organizatign

Readabiljty

Length#

Motivational-QUaaities
6

InclUdes: /x Student Directions Quizzes, Teacher Aids

Teacher COmmenis: Students will retrieve the misfiled material in the drawer.

1

4

O

.

0

29 . ,

:35



,

COURSE BuOmess Office

ISSOE MATERIALS REPORTING FORM

School Name and Address Onondaga-Madison BOCES

UNIT Filing And Retrieval

MODULE Alphabetic Filing Instructor -Dayid St224246

TASK Retrieve misfiled material Phone Number (315) 463-9155

1979-4980 Taskff 04-02-02

1980-1981 Task it

MATERIALS BEST SUITED FOR

ISSOE Region 9

V -TECS Ntimber

c 7.

a.

'

x Individual \ x handicapped (Describe) pm,tina mllysi,1
.

°

'Group Instruction.. Other .(Descri*.beY

. 1

INSTRUCTIONAL LE,VEL(S): 'GRADE:

x .Introductory 10.

Basic 11-

Advanced 12

MATERIALS USED:
X Adults

Textbook Workbook

Audio Visual Material (Describe)

X Simulations/Demonsttations,

ABILITY:.

Beli;14 Avera gePerformance

Average performance

AboveAverage Performance,

CIOOther Printed Material (Describe)

"bther (Equipment, Supplies, Etc.)

Greg Quick Filing Kit

Author(s): Stpunrt/Kah 2114. Copyiight 'Date 1979

, Publisher: McGraw Cost $3.70

Pages used:

COMMENTS: Content Good Organization. Good,'

Clarity Good Reaa4bility, Good

Illustrations ' Good - Length Good

Motivational Qualities.
4,

Includes: x Student Ditections x QUizzes x Teacher Aids

- Teacher Cotfiments:

0 3
t

0 36

4



COURSE Business Office

UNIT

ISSOE MATERIALS REPORTING FORM

Tiling and Retrieval

MODULE Numeric Filing

School Name and Address Onondaga-pladison BOCES
a

Instructor David Stallone

TASK Arrange correspondence according to Phone Number (315),463-9155

beginning-digit filing system
1979-1980 Task # 04-03-01 ISSOE Region 9

1980 -1981 Task.# V -TECS Number

MATERIALS BEST SUITED FOR: .

x Individual Instructibn .2( Handicapped (Describe) Emotional & Phydical

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

__Introductory. 10

Basic . 11'

Advanced 12

,

x Adult
4

X Textbook Workbook

. MATERIALS USED:

Audio Visual Material (Describe)

Simulations/Demonstrations

Otter (Equipment, SupPlies, Etc.)

Title: Clerical Office Procedurei

ABILITY:

Below Average Performance

Average Performance

Above kVerage'Pgrformance

Other Printed Material (Describe)

b.

-dr

Author(s): ipasewark/Oliverio

Publisher: Southwestern

Pages used: Unit 7

Edition 6th Copyright Date 1978

Cost $10.00

COMMENTS: Content Good Organization. Good

Clarity fair Readability good

Illu' rations good Length good

otivational

'Includes: x Student Directions Quizzes 'Teacher Aids-
.

I

Teacher Comments:

31

37 .

q



COURSE Business,Office

ISSOE MATERIALS REPORTING FORM

UNIT Filing and., Retrieval

.

MODULE Numeric Filing

School Name and Address Onondaga-Madison BOCES

Instructor David Stallone

TASK Arrange correspondence according to ). 463-9155Phone Number (315

beginning -digit tutu system

1979=1980 Task # 04703701. ISSOE Region 9

1980-1981 Taskl V-TECS Number

MATERIALS BEST SUITED, FOR:

x Individual Instruction x Handicapped (Describe) Emotional & Physical

Group Instruction Other (Describe)

INSTRUCTIONAL,LEVEL(S): GRADE: ABILITY:

x Introductqry 10 r x Below Average Performance

Basic 11 _Average Performance

Advanced 12 above Average Performance

Adult
MATERIALS USED:

Textbook Workbook Other Printed Material (escribe)

Audio Visual Material (Describe)

X Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Gregg Quick Filing Kit

Author (s).: tet..tarlYKahn

PuBli"..her: 'McGraw Hill

!N=,_

Edition2nd Copyright Date

Cost' $3.70

Pages 'used:

COMMENT'S': Content Good Organization Good

Clarity Good Readability Goad

1:engtit - give,Illustrations Good _

Motivational Qualities' Good

'1979

Includes: x Student Directions x Quizzes x Teacher Aids

Teacher, Comments:
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ISSOE MATERIALS' REPORTING FORM

COURSE Business-Office Scbool Name and Address Onondaga- Madison BOCES

UNIT Filing and Retrieval

Instructor David StalloneMODULE Numeric Filing

TASK Arrange co respondence according to Phone Number (315) 463-9155

eg nn ng-. ng system

1979-1980 Task # t -03-01 'JSSOE Region 9

19801.1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

x indivitual Instruction x Handicapped (Describe) Emotional and Physical

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

.x Introductory 10

Basic 11

Advanced 12

X Adult
MATERIALS USED:

X Textbook' Workbook.` Other Printed Material (lidscribe)

x Below Averhge'Brformance

Average Performance

Above A erage Performance

r

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.')

Title: Clerical. Recordkeeping) I

Author(s): Baron /Steinfelti Editiciii 3rd Copyright Date 1971

Publisher: Southwestern PubLishing. Company Cost $7.80

Pages used: Chapter 1 .,
r

COMMENTS:, Content Good Organization Good

Claiity Good - Readability Good
..,.,

Illustrations Good Length Godd

Motivational Qualities' Good

Includes: x Student .Directions

Teacher Comments:

.Quizzes ' Teacher Aids?.

.

33..
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ISSOE MATERIALS REPORTING FORM

COURSE Bus4 iness Office

UNIT Filing and Retrieval

MODULE Numeric' Filing
A

Sqhool Name and AddressOnondaga-Madison BOCES

Instructor David Stallone
t

..,0.
0

TASK Arrange correZ?ondence according to --/PhOne Nniber (315) 463 -9155 ,

middle -digit tiling system

'.'? 1979-1980 Task # 014703-02
, eISSOERgion *9

.
.

1980.1081 Task # .V-TECS Ntimber

- -

MATERIALS BEST SUITED FOR; .

x Individual Instvction x Handicapped (Desciibe) Emotional & Physical

Group, Instruction Other (Describe),

ti

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

x Introductory "'' 10. if. Below Average Performance
7

Basic 11 Average Performance .
-.---

Advanced' 12
. 'Above Average Performance

MATERIALS USED:
Adulto

- Textbook Workbook Other Printed MateFial (Descril

Audio Visual Material (Describe) r . ,

,

X Simulation's/Demonstrations I .

Ilk

' Other (Equipment, Supplies, Etc.,)\

G 1

.Title: Gregg Quick Filing Kit
C

aiuthor<s): Stewart/Kahn ..a- Edition 70 Copyright Date . 1979
-,

I

Puhaishere McGraw Hill Cost 0.70

Pages used:
.

COMMENTS: Content Gould Organization Good

Clarity Good Readability Good

... Illustrations Good Length Good

Mqivational Qualities. Good i AL `s_
1,-...,,t

i
Includes: x Student Directions x Qu iPen x Teacher Aids

Teacher Comments:
.

\

. .

I

V.
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.,COURSE Business Office

UNIT

-,01V

°ISSOE MATERIALS REPORTING FORM

School Name and

Filing and Retrieval

MODULE Numeric Filing

TASK Arrange correspondence according
middle-digit filing system.

,1970-1980,Tisk # 04-03-024-

.

1980-4981 Task I

MATERIALS BESTSIIITED FOR:.

a x Individual Instruction

2

Address Onondaga-Madison BOCES

Instruftor

to Phone Number

David Stallone'

(315) 463-9155

ISSOE Region '9

V -TECS Number

x Handicapped (Describe) Emo# tional and Physical
0

(Describe)Group Instruction Other

'INSTRUCTIONAL LEVEL(S): GRADE:

-X Introductory 10

Basi

Advanced

MATERIALS USED:

11.

12

Adult

ABILITY:

x Below Average Performance

Average Performance

Above Average Performance

X Textbook Workbook' Other Printed Material (Describe)
-7Pc7

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Clerical Office Procedures

AUthor(s): Pasewark/Oliverio

Publisher: Southwestern

Pages.44ed: trait 7

COMMENTS: Content Good

Edition 6th Copyright Date 1978

Cost $10.00

Clarity Fair

Illustrations Fair

Motivational Qualities Gopd

06anization annd

Readability

Length

Gond

Good

Includes; 40-, Student Directions

'Teacher Comments:

)

.0;

-

Q4.zzes. Teacher Aids.

r,
-.'",=-

o -

741,4

35

aY



, COURSE 'Business Office

UNIT'

a

ISSOE MATERIALS REPORTING FORM

Filing a d Retrieval

MODULE Numeric iling

TASK Arrange c' respondence according

terminal - digit, filing system.

1979-1980 .Task # 04 -03 -03 -

1980-1981 Task #

MATERIALS BEST SUITED FOR:

1 4

School Name...and AddressOnondaga:Madison BOCES

Instructor DdVid Stallone

to Phone Number

ISSOE Region.

(315) 463-9155

9

,

V -TECS Number

x Individual Instruction xe Handicapped (Describe) Emotional

Group Inst.ruction Other (Desc ibe)
.-

INSTRUCTIONAL LEVEL(S): GRADE: 'ABILITY:

x Introductory .14 x Below Average Perforua

Basic 11

Advanced 12

Adult
MATERIALS USED:

Textbook Workbook

Audio Visual Material ( Describe)

Average Performance

Above Average Performance

Other Printed Material (Describe)

X Simolations/Demonstrations,

Other (Equipment, Supplies, Etc.

NEN.

Title: Gregg Quick Filing Kit

Author(s): Stewart/Kghn

Pdblisher: McGreW Hill

Pages used:

COMMENTS: Content Gdod

Clarity Good
1.

Illustrations

a

Edition 2nd_Fopyright Date

.Cost $3.70

Organization Good

Readability Good

Good

Motivational Qualities: Good
,,44100° Q

Thtludes: x Student Directions x Quizzes x Teacher Aids'

1979

Length Good

Teacher Comments:

4

Nd
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ISSOE MATERIALS REPORTING FORM

0"COURSE usiness Office School Name and Address Onondaga- Madison BOCES

UNIT riling and Retrieval

MODULE uieric Filing Instructor David Stallone

TASK. Ar angd correspondence according to Pione Number ,(315),4639155
inal digit filing system.

1979-19 0 Task II_ 04-03-03 ISSOE Region 9

1980 -19$1 Task # V-TECS Number

MATERIALS BEST SUITED FOR:
4

x Ihdividual Instruction x Haridicapped (Describe) Emotiohal & Physical

Instructioninstruction , Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:'
,.,

../
x Intuductorj, 10 x Below Average Performance

Basic 11 Average Performance

Advanced 12 AboveAverage Performance
Adult

MATERIALS USED:

X Textbook Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)
. \

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Clerical Office Procedures

Author(s): Pasewark/01iverio Edition 601 Copyright Date 1978
\.

Publisher: Southwestern Cost $10 00

Pages used: Unit 8

COMMENTS: Content Good' Organization , Gond

'Clarity Fair Readability` Good'

1,11ustrationis Fair- Length , Good

Motivational Qualities: Fair

Includes: Student Directions Quizzes Teacher Aids.

Teacher Comments:
o

4r

37
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a

COURSE'linsiness. Office

MATERIALS,REPORTING FORM
.

School Name and\kddress Ono daga-Madison BOCES

UNIT . Filing -dinciJgetrieva

MODULE Modern.Filing System 'Instructor. David Stallone

.

TASK Set up an alphabetic correspondenee- (315)r463-915Phone Number

9

tile

1979-1980 Task # 04-04-01 ISSOE Region

1980-1981 Task 1T-TECS Number

MATERIALS BEST SUITED FOR:'

x Individual Instruction x Handicaptied (Describe) c=ilLtinnAl physical

Group Instruction Other (Describe)
.

INSTRUCTIONAL LEVEL(S): GRADE:

x Introductory 10

Basic 11

Adyanced 12

Adult
MATERIALS USED:

Textbook Workbook

Audio Visual MAterial,(Describe)

X Simulations/Demonstrations

ABILITY:

x Below Average Performance

Average Performance

Above AveragesPerformance

Other Printed Material (DesCribe)

Other (Equipment, Supplies, Etc.)

Title: Gregg Quick Filing Kit

Author(s):

Publisher: McGraw Hill

Pages used:

a

Edition 2nd Copyright Date 1979

Cost $3.70. ft-____

COMMENTS: Content Good . Organization Good

Clarity Good Readability

Illustrations Good Length

Motivational Qualities. Good

Good._

Good

Inclunal---x Student Directions x . Quizzes x Teacher Aids.

* Teacher` CommInts: Student firs Stranges files alphabetically, per filing kit, then

sets up his own files at his desk.

44



111 ,COURSE Business,Office.

ISSOE MATERIALS REPORTING PORM

School Name and4 Address Onondaga-Madison BOCES

UNIT 'Filing and Retrieval

MODULE Modern Filing System Instructor ' David Stallone

TA/'K Set up an alphabetic correspondence Phone Number' (315). 463-9155
tile

1979-1980 Task # n4-n4-01 ISSOE Region r,9

1980-1981 Task f V -TECS Number

MATERIALS BEST SUITED FOR:

x Individual Instruction X Hafidicapped (DesCribe) Emotiofial & Physical

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:. /CUM
x Introductory 10 x Below Average Performance

Basic 11 Average Performance

Advanced 12 Above Average Performance
.

.
-

Adult
MATERIALS USED:

-

Textbook Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

X Other (Equipment, Supplies, Etc.) actual desk (file?) drawers

Title:

Author(s): Edition Copyright Date

Publisher: Cost

Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations Length

Motivational Qualities!

Includes: St dent Directions Quizzes .T acher Aids

. 1

Teacher Comments: Student f es in the front office
A

Iwo

a
39 45



COURSE Business Office

_UNIT

ISSOE MATERIALS REPORTING FORM

Filing and Retrieval
4

MODULE Modern Filing:System

:TASK File and Retrieve correspondence

1979-1980 Task # 04-04-02'

19804981 Task #

MATERIALS' BEST SUITED FOR:

School Name and Address Onondaga-Madison BOCES

Instructor

Phone NUmber

k

David Stallone J

(315) 463-9155

ISSOE Region 9

'V -TECS Number

IndividUal Instruction x Handicapped (Describe) Emotional 4 PhysAal

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

x Introductory 10

Basic

Advanced,

MATERIALS USED:

11

Adult 'N

Workbook

Audio isual,Material (Deicribe)

X Simulations /DemonstrationA

ABILITY:

x Below Average Performance

Average Perfoimance

Above Average Performance

./r

Other Printed Mterial (Describe).

Other (Equipment, Supplies, Etc.) N'

Title: Gregg Quick Filing Kit

Author(s): Stewart/Kahn

Publisher: McGraw Hill

Pages uSed:-.

COMMENTS:

Teacher

Edition 2ncc2PYright Date 11479

ast $3.70

Content Godd

Clarity Gold

Illustrations Good

s' Organization

--Readability

Length

Motivational Qualities. Good

God&

Gond

,Includes: x Student Directions x Quizzes x Teacher Aids

Comments: '1) Student will file

exercise.

100 cards from it and_retrdeve them in his

2) Then'use.anlaCtuaI file drawer to file and retrieve

49, 46
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...
ISSC$ MATERIALS REPORTING FORM

.

COURSE Business (Mice '
-7 ,

School Name and AddredOnondaga-Madison BOCES
i . .

UNIT Filing and Retriever'

MODULE Modern Filing System

TASK File and retrieve correspondence

1979-1980 Task # 04-04-02

Instructor David Stallone'.

Phode Number

ISSOE Region

(315)' 463794.55.a,

9

1980-1981 Task # V-TECS Number

'MATERIALS BEST SUITED FOR:

Individual Instruction x Handicapped (Describe) Emotional & Physical

Group Instruction 1 Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

x Introductory 10 x Below Average Performance

Basic / 11 _____Average Performance

Advanced 12 Aboye AYerage Performance
Adult

MATERIALS USED:

X Textbook Workbook Other Printed, Material (Describe)

Audio Vistial Material-(Describe)

Simulations/Demonstrations

Other (iquipment, Supplies, Etc.)

Title: Clerical Office Procedures
.

,

Author(s): *Passwark/Oliverio Edition 6th Copyright Date 1978

Publisher: %Southwestern Cost $10.00

Pages qaedi unit 8

GooCOMMENTS: Content Good . Organization d,

Clarity Fair Readability Good

'Illustrations Fair Length

',

Good

Motivational Qualities: Fair

Includes: Student Directions Teacherr Aids

it

Teacher CoMments: Book gives example of modern filing systems,and how they are used...

I

41
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COURSE Business Office

UNIT

ISSOE MATERIALS REPORTING FORM

School Name and Address Onondaga-Madison BOCES 41,

Filing and Retrieval

MODULE Modern Filing System

TASK File and retrieve correspondence

1979-1980 Task 4i 04 -04 -02

1980-1981 Task #

MATERIALS BEST SUITED FOR:

x Individual Instruction

Group Instruction'

Instructor

Phone Number

David Stallone

(315) 463-9155

ISSOE Region 9

V -TECS:Number

x Handicapped (DeScribe) Emotional & Physicd1

Other (Describe)

O

INSTRUCTIONAL LEVEL(S): GRADE: : ABILITY:

x Introdudeory 10 x Below Average Perforniance

Basic 11 Average Performance

Advanced 12 Above Average Performance

x Adult -

MATERIALS USED:
N-k1

Textbook Workbook , Other Printed' (Descrille).

Audio Visual Material (Describe)

Simulations /Demonstrations

X Other (Equipment, Supplies, Etc.)

Title: "

an actual file drawer

. ,

.Author(s): Edition Copyright Date

Publisher: t Cost

Pages used:

COMMENTS: Content

Clarity Readability

Illustrations Length

Motiyational Qualities

Includea Student Directions Quizzes Teacher Aids

Org anization

1.`

..Teacher 'Copanents: - use to set uy(713..m

- for practice

42.



ISSOE MATERIALS REPORTING FORM

4111COURSE Business Office

UNIT Adding & Calculating Machines

MODULE Adding Machines

TASK Solve problems using10-key adding/
Haring machines

1979-1980 Task # 06 -01 -01

1980 -1981 Task it

MATERIALS BEST SUITED FOR:

Individual Instruction

ti

SChool Name and Address-Jamestown High SchoOl

Instruttor

Phone Number'

Jean Bobo
6 -

(716) 483-4384

ISSOE Region

VitECS Number

Handicapped (Desciibt)

**Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S):

Introductory...,

Basic

Advanced

MATERIALS USED:

Textbook

GRADE.:

10

11

12

Workbook

4111. Audio Visuql Material (Descrihl)

Simulations /Demonstrations

Other (Equipment, Supplies, Etc.)

13

7

ABILITY:

Below Average Performance

Average Performance

-Above Average.Performance

Other Printed Material (Describe)

Title: How to Use Adding and Calculating Machines

Author(s): Walker. Roach, Hanna

Publisher:

Pages used:

COMMENTS:

Edition 4th

Cos

4

. N\

Content Organization -`

Clarity Readability.

Illustrations Length

Motivational Qualities:

Includes:

Teacher Copments:

Student Directions- . Quizzes Teacher Aids

43.
- 4.9
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IP

WNW
ISSOE MATERIALS REPORTING :FORM

-!

SchOol Name and -Address Jamestown High School

i

COURSE siness Office

'UNIT Add ng and Calculating Machines

MODULE' Adding Machine
,t44,

Instructor .Jean Bobo
t

TASK Solve problems using 10-1(ey adding/ Phone Nr (716) 483-4384

lis ng machines
ISSOE Regfon. 131979-1980 Task # 06-0

1980-1981 Task I

MATTALS_BEST SUITED POR:.
.

Individual Instruction -,Handicapped (Describe)

Group Instruction Other (Describe)
............,,

V-TECS Number
Wt.

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic 11

Advanced, n, 12

MATERIALUSED:. z

, Textbook'' flork book° '

' I ' C .4 a
AudiliVisual Materiage(Deqcribe)

' Simulati s/Demonstrationi-,-
gi,ii:

a. 0
?'-- .,, - ,

Othe (Equipment,x8pplies, Et.0

0 ...,,!.`-'. 3 A gag,,D : .4

$ , '4 ,
s .

,,,....."

Title: Comprehensive Business°Machine Couiet' ':' °

Author(s):: 4Pactor &.JOhnson E4ifion : Copyright D;e 1968
' '''':' '

.-, ;

,,i, ,
Cost $6.80/5.10

. -

Publisher: Pearon - Pitman NA
C

0

Page Used( '
07,4-\ '.-

f
a ii I ..I Al

COWAITS:".. Content' IttganIzationY ..
o

.

°Clarity
t

.

Readab0 ili

ti.

Illustrations Length ,

°

Motivational Qualities
.

.,e,

ABILITY:

Below Average Performance

Average Performance

Above Average Performance,

r
Othep PrinyTeMterial (DeaCribe)

c.

V

,Includes: Student Directions Quitzes - Teacher-Aids

C1
A

/Teacher Comments:

0

4
a

44

,
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IiSOE MATERIALS REPORTIJNG FORM

410/COURSEIBusiness,Office

UNIT Adding & Galculating Machines

XODULE Adding Machines

-TASK Solve problems using 10-key.adding/
listing machines

1979-1980 Task #.06-01-01

p

1980-1981 Task #

Sqhhol Name and Address Jamestown High School

Instructor Jean Bobo

Phone. Number (716) 483-4384

,:ISSOE Region 13

V-TECS *ober

MATERIALS BEST- SUITED FOR:

Individual Instruction Handigapped (Describe)

,Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10
--t-

Basic '11

Advanced 6 12

.2,

MATERIALS USED:

Texti%ok Workbook

Audio Visual Material -(Describe)

Simulations/Demonstratiops
)

ABILITY:

Below Average Performance

Average Performance

Abe Average Performance

Other Ptnted Material (Describe)

Other (Equipment, Supplies, Etc.)

Title: Full Keyboard Adding Machine Course

Author(s): Pactor and Johnson Edition
1968 Copyright Date 1968

Publisher: Fearofi -*Pitman Cost $2.20/1.65

Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations Length 96 pages

Motivational igualities

Student Directions Quizzes Teacher AidsIncludes: -

s-

Teacher Cotenants:

MO,

a

No description given. iii catalog,

. -

4
45
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44,

ISSOE MATERIALS REPORTING FORM

COURgE jusineig Office

UNIT Adding, & Calculating Machines

Monti. Adding Machines

School Name and Address Jamestown High School

Instructor Jean Bobo

TASK Sofie-problems using 10-key adding/ Phone Number (716) 483-4384
.

. listing machines. ...

C1979-1980 Task # 06-01-01 ISSOE Region 13

.
.

1980 -1,981 Taft
r

#1 ' V-TECS Number

'MATERIALS BEST SUITED FOR:

Individual Ingtruction Handicapped (Describe) 4

Group InstruCtion Other (Describe)

INSTRUCTI AL LEVEL(S): 'GRADE: ILITY:_

Introdu ory 10
i

BelowAverage Perfordance,

Basic 11 I A erage Performance
Q

Advanced 12 ove Average Performance

MATERIALS USED:

x-- Textbook Workbook Other Printed Material tbescribe)
vor

Audio Visual Material (Describe)'-

Sjmulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Ten Key-Adding Machine

Author(s}: Factor and Johnson

Publisher: Fearon - Pitma- n

Pages used:

1 COMMENTS: Content

Clarity

Illustrations x

Edition ' CopyrigheDate 1976

Cost $4.20/3.15

Motivational Qualiti

Organization.

Readability

Length 73 pages

I

Includes: x Student Directions Quizzes x Teacher Aids

it '

Teacher Comments: 72 pages paperbound - lots of drill and practicdi busfnegs

4

problems according to the catalog description. Do not have a copy of this

bOok. 9

46

a
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ISSOE MATERIAIS REPORTING FORM

COURSE Business Office

UNIT Adding &Cal-culating Machines

School Name' and Address JamestoNn High School

, . ,4

MODULE Adding Machines Instructor Jean Bobo

TASK ,Solve problems using 10 -key adding/ Phone Number (716)' 483-4384

listingoachines
1979-1980 Task # 06 -01 -01 ISSOE Region 13)

1980 -1981 Task # -V-TECS NumbZr

e

I

MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)

Group Instr'uctIOn Other (Describe)

...,

INSTRUCTIONAL LEVEL(S): . GRADE: ABILITY:
t,

Introductory 10 Below Average Per formanda

Basic 11 :Average Performance
t

Advanced 12 Above Average Performance

MATERIALS USED: I

-.. X Textbook x Workbook Otter Printed Maternal, (Describe)
. 0

0 Audio Visual Material (Describe)

Simulations/Demonstrations
,

Other (Equipment, Supplies, Etc.')

Title: Ten Key Adding - Listing Machines J
Author(s): Pasework & Crenelia Edition 4th Copyright Date

Publisher:, Southwestern Cost $4.24/3.18
A

Pages used: 4

COMMENTS: Content Organization
. 0

Clarity Readability
.

Illustrations ,.,,
. Length

Motivational Qualities.
. a

Includes: x Student Directions X Quizzes x Teacher Aids
.-t..., pre-test

post-test

Teacher Comments: Text - and workbook - I do not have.Athis book
,

/

. \
4
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ISSOE MATERIALS REPORTING FORM

COURSE-' Business Office '

UNIT Adding & Calculating Machines

MODULE Adding Machines

t

School Name and Address- Jamestown High-School

TASK Solve problems using 10-key adding/
lilting machines

1979-1980 Task k 0-01-01-
.

1980-1981 Task I

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instruction

Inptructor

Phone Number

ISSOE'Regiam

Jean Bobo

(716) 483-4384

13.

V -TECSNumber

Nicapped (Describe)

' Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic 11

Advanced 12

ABILITY:

Below Average ZerforMance

Average Performance

Above Aterage Performance

MATERIALS USED:' A o

Textbook Workbook Other-Printed Material (Describe).

Audio Visual Material (Describe)

Simulations/Demonstrations

0

\

Other' (Equipment, Supplies, Etc.)

Title: How to Use Adding-Machines

.Author(): Meehan

°Publisher: McGraw

Pages used:

COMMENTS: Content

and Kahn

Hill

Clarity

Illustrations:

.1(otivational Qualities. %

Includes: -x Student Directions

Edition 4 Copyright Date 1979

Cost $8.56/6.42

Organization.

Readability

Length

Teacher Comments:

"lb

x Quizzes x Teacher Aids`

I do not.have this book. I went by the deScription'in theCatalog

which gives a good description of the,contentb.

a

ea

48'
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1 ISSOE MATERIALS REPORTING FORM
t

gliptrasE ' Business Office School 24,,e and Address Mt. Vernon H.S.
m.,

UNIT Adding and Calculating M.Ichines

MODULE Adding machines Instructor Irene Schindler

TASK Solve problembusing 10:ley adding/ Phone Number (914) 668-6580
.

fisiing machine . , . T

1979-1980 Task # 06-01-01 ISSOE Region 3S

'198011981 Task # ---e--
r V-'PEGS Number

MATERIALS BEST SUITED FOR:

x Individual Initructfb% Handicapped (Describe}

xo ,Group Instructions Other (Deribe)
c,

--. INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

IntroductOry 10 Below-Average Performance
i--

.

x Basic x 11' x Average Performance
,

Adtanced , x .12 Aboire Average PerfOrmance

MATERIALS-USED:

x Textbook -* x Workbook Other Printed Material (Describe) ,
,

Audio #istal Mt4erial (Describe)

SimulatiaRs/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Ten-Key Aiding -ListIng,MsrhinP Coprce

Author(s): Pasewark. Cornelia-

Publisher: Southwestern

Page; used: All 122 pages as time permits

Edition 4 Copyright Date

Cost $3.36

COMMENTS: Content Excellent Orgadization Excellent

Clarity* Good to' Readability Appropriate

Illustraiians. Numerous/appropriate Length Satisfactory

Motivatiolial Qualities Lots of food, realistic material

Includes: x Student Directions X Quizzes

Teacher Comments:
-

9

../.11116

ti

x Teacher Aids

Very complete book; tiquallinot needed in itcs entirety; funrtionn

are usually taught in cOrIn4ction with other functions of an electronic

calculator: adding Machines'beinz phased out. \ .

.
, / .

49.



ISSOE MATERIALS REPORTING FORM

COURSE Business Office

UNIT Adding and calculating machines

- School Name and- Addres's Mt. Vernon H .-S.

MODULE Adding machines 'Instructor Irene Schindler

TASK Solve problems using ten-key adding/-Phone Number (914) 668-6580
listing

74=1980 Task # 06-01-01 ISSOE Region 3S

1980 -1981 Task # V-TECS Numbers.

MATERIALS BEST SUITED FOR:

x Individual InstrUcEion Handicapped (Describe) ,--

s
.

Val
.

x Group.rnstruction Other (Describe))

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory. 10
4

Below Average Performance

x Basic

Advanced

x 11 x Average Performance

x 12 Above Average Performance

MATERIALS USED:

x Textbook Workbook Othe Printed` Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations
70-

Other (Equipment, pplies, Etc.)

' Title: to Adding and Calculating Machines

Author(6)-s Walker,Roach and Hanna '

Publisher: Gregg/McGraw Hill

Pages used: ' 99-123 '""

Edition 4 Copyright Date 1979

Cost $8.56

.""

rIACOMMENTS: Content complete Organization dfl

Clarity .Good Readability Apprnprinte fnr Auprne 11-17

Illustrations Satisfactory 1,ngth Satisfactory

Motivational Qualities 'Timed pr' grass, check- -good motivational dfvice

Includes: x Student Directions x Quizzes x Teacher Aids

Teacher' Comments:
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ISSGE MATERIALS REPORTING1ORM

COURSE Business Offise

UNIT Addine& Calculating Machines

School Name and Address Jamestown High School

...mODBLE Calculating Machines "Instructor Jean Bobo

.0'

.

/ASK Solve probl4ms w/ 16-key electronic Phone NuAer (716) 483-4384
printingcalculator .

7.

1979-1980 Task #, 0q-62-01 . .
ISSOE kegian, 1.3

1980-1981 TElk f V-TECS Number

MATERIALS NEST SUITED FOR:

x. Individual Instruction Handicapped (Describe)

x Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY;

Introductory 10 Below Average Performance

Basic 11 Average Performance

Advanced Above Average Performance

MATERIAL USED:

x Textbook Workbo* Other Pfinted Material (Describe)

Audio Visual:Material (Describe)

4imulations/Demons'tratioas 4

Other (Equipment, Supplies, Etc.)

Title: How to Use Adding and Caletqating Mahinea _

Author(s) Walker, Roach, Hanna 'Edition 4th Copyright Date'1979
1.4

,Publisher: Grrgg - 'mtaraw Hill
Cost R_ r'~

Pages used:

COMMENTS: Content --4 Organization

-Clarity Readability

Illustrations Length 224 pages

Mptivational Qualities "operating models"

Includes: x Studen't Directions x Quizze's x Teacher Aids

TedEher Comments:
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ISSOE MATERIALS REPORTING FORM
.

COURSE Business Office School Name and Address Jamestown High School 411)

UNIT Adding & Calculating Machines

MODULE' Calculating Machines
- 41

TASK Solve problems using the ten-key
electronic calculator

1979-1980 Task106-02-01

1980-1981 Task #

thstructor Jean Bobo

Phone Number (716) 483-4384

ISSOE Region 13

V -TECS Number

'MP
MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)

Group instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory 10 Below Average Performance

Basic 11 Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:

x Textbook x Workbook Other Printed Material. (Describe);

Audio Visual Material (Describe)
4

Simulations/DemonstratiOns

Other (Equipment, Supplies, Etc.)

Titt: Electronic Calculator

Author(s): Pacior Edition Copyright Date 1976

Publisher: Fearon Pitman Publishing Company, Cost $4.20/3.15

Pages used:

COMMENTS: ,Content Organization

Clarity Readability

Illustrations x 'Length 112 pages

'Motivational Qualities-

Includes: x ,Student Directions

Teacher Conients:.

Quizzes Teacher Aids
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comisE Business Office

i
' Title: How to Use Adding and Calculating Machines

Author(s): Walker, Roach, Hanna

Publisher: Greg /McGraw, Hill

Pages used: 147-161'

COMMENTS: Content Complete Organization Good

ISSOE MATERIALS REPORTING FORM

UNIT Addin0r,Calculating Machines

MODULE Calculating Machines

s#`

School Name and Address Mt. Vernon H.S.

Instructor Irene Schindler

TASK Solve problems using the ten-kly elecPhone Number (914) 668 -6580
tronic printing calculator

1979-1980 Tadk U *06-02-01 ISSOB Region 3S

1980-1981 Task #

MATERIALS BEST SUITED FOR:

x Individual Instruction

x°rGroup.Instruction
6

INSTRUCTIONAL LEVEL(S).: GRADE:

Introductory 10

x Basic x 11

Advanced - x 12

V -TECS Number 4

Handicapped (Describe)

13,

/'"N

Other Describe)

MATERIALS USED:

x Textbook 'Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations /Demonstrations

ABILITY:

Below Average Performance

x Average Performance

"N.. Above Average Per'formance

Other (Equipment, Supplies, Etc.)

Edition 4 Copyright Date 1979

Cost $8.56

Clarity Good Readability Appropriate

'Illustrations Satisfactory Length Satisfactory

Motivational Qualittes'Timed Progress Check enables students to Measure their

innWpf 2seNiliggeDfigCREgnihsii
Measure

inxsk
glametaaron-to-lesson

basis.

Teacher Comments:

1/.
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ISSOE'MATERIALS REPORTING FORM

COURSE Business Office

UNIT Adding & Calculating Machines

MODULE - Calculating Machines

TASK Solve problems using the 10-key
electronic printing calculator

,1979-1980 Task # 06-02-01

School Name and Address Jamestown High Schd61.

Instructor Jean Bobo

Phone Number (716) 483-4384

ISSOE Region 13

1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)

Group Instruction' Other (Describe)
i

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10 Below Average Performance

Basic 11 Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:

X Textbook x 'Workboo Other Printed Material (DesLribe)Pre-test,Post-test

Audio Visual Material (D scribe)'

Simulaeions/Demonstrations

Other (Equipment, Supplies, Etc.)

IV
.

Title: Electronic and Mechanidal Printing Calculator Course .

.

Author(s): Pasewark , Edition Copyright Date

Publisher: Southwestern Cost $5.16/3.87

Pages used:
0)

COMMENTS: Content Organiz%tion, ,

Clarity =-Reajakility

Illustrations Length: 30 jobs

Motivational Qualities
07

Includes: x Student Directions, x Quizzes

Teacher Comments:

Teacher Aids

54 60



ISSOE MATERIALS REPORTING FORM

COURSE Business Office

UNIT Adding & Calculating Machines

MODULE Calculating Machines

TASK Solve problems using the ten key
electronic printing calculator

1979-1980 Task 0 06-02-01

1986-1981 Task 0

MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)

Group Instruction Other (Describe)

School Name and Address Jamestown High School

Instructor Jean Bobo

Phone Number (716) 483-4384

ISSOE Region 13

V-TECS Number

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory 10 Below Average Performance

Bas'ic. 11-4 Average Performance

'Advanced 12 Above Average Performance

(0.
MATERIALS USED:

Textbook Workbook Other Printed Material (Describe)

411
Audio Visual Material (Describe)

SimulatiOns/Demodstrations

Other (kuipment, Supplies, Etc.)

Title:
Printing Calculator Zusb:bec Course

Author(s): Pactor Edition0254-6 Copyright Date 1969

Fearon Pitman 'Palishing Company Cost $3.26/2.40

Pages used:

COMMENTS: Content ,Organization

Clarity -*Readability

Illustrations Length 160 pages c

Motivational. Qualities

Includes: . Student Directions
s

Quizzes

Teacher Comments: Answer key is more than text S3.36/2.52

No description Riven in catalog I have.

.

x Teacher. Aids
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4

:
COURSE

ISSOE MATERIALS REPORTING FORM

Business Office 1 School Name and Address Jamestown High School

uNrr-kaing,i, Calculating Machines

MODULE Calculating MaCTives____ Instructor Jean Bobo

TASK Solve problems using the ten key -Phonember (716) 483-4384
electronic printing calculator

1979-1980 Task # Q6-02-01 ISSOE Region 13

1980-1981 Task #

MATERIALS BEST SUITED FOR:

Individual Instruction

V -TECS Number

Handicapped (Describe)

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): ABILITY:

Introductor/ 10 Belowikverage Performance

Basic 11 Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:

Textbook Workbook Other Printed'Material (Describe) 'X Audio Visual Material (Describe) filmstrip- Spt of 25 fnr use th all marhiloPq whirh
14ecord

wi
amounts on tape.

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Ten Key fouch Training Course

Autholl(s):
°'41

Publisher:

Pages.-used:

C-

Edition Copyright Date 1959

Gregg/McGraw Hill
V

Cost

COMMENTS: Content' Organization

Clarity Readability

Iliustrations Leng,

Motivation ualities
4=

Teacher Comments:

' Student Directions Quikzes, Teachef Aids

. 56
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ISSOE - MATERIALS REPORTING FORM

OURSE Business Office

UNIT Adding & Calculating Machines

MODULE Calculating MaChines
I I I

School' Name and Address Mt. frernon H.S.

Instructor Irene Schindler

.v4:4

TASK Solve_problems using the ten-key elect Phone Number (914) 668-6580

tronic printing calculator

1979-1980 Task Ii 06-02-01 ISSOE Region 3S

1980-1981 Task #

,

MATERIALS BEST-SU/TED-FOR:*

V -TECS Number.

Individual Instruction Handicapped (Describe)

Group Instructional. Other (Describe)

INSTRUCTIONAL LEVEL(tS):

Introductory

x Basic

Advanced

MATERIALS USED:

x Textbook Tex -workbuporkbooK
ok comb ration

GRADE:

10

x 11

x 12

a Audio Visual teriaf,-(Des ibe)

11/
Simulations / emanstrations

ABILITY:

Below Average Performance

x Average Performance

Above Average Performance

Other Printed Material (Describe)

x Other (Equiment, Suppltes,

Title:_

Author(s):

Publisher:

Pages used:

COMMENTS:

Offfce Machines Course

Cornelia, Pasewark

Southwestern

1-39

Eec.) Tests

Edition 5 Copyright Date 1979

Cost ,S4.47

Content

Clarity

Excellent

Good

Organization VerolAnt ti

Readability Appropriate for 11-12
. .

Illustrations Good 'Length Approptiate . -

-
. 4

Students see results: checkups and reinforcement.Motivational Qualities

Ipciudes: x Student Directions x Quizzes - x Teacher Aids

v.

Teacher Comments: A Rood spiral bound book-- students may put anSWers on annwer=sheetn

rather than in book--thus, two -three years of use is possible.
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ISSOE MATERIALS REPORTINGFORM

COURSE Business Office School Name and Address Jamestown High ,School.

'\ -
4

UNIT Ad Machines

MODULE Calcul in: Machines Instructor Jean Bobo

_

TASK Solve prob ms With the 1 key elec- Phone Number (716) 483-4384'
tron c ca c lator involv ng the'memory function

1979-1980 Task # 06_02-02 ISSOE Region 13

980-1981 Task # V -TECS Number

MATERIALS BEST SUITED/FOR:

Individual: Instruction

Group Instruction.

INSTRUCTIONAL LEVEL(S):

Introductory

Basic

Advanced

Handicapped (Describe)

Other (Describe)

GRADE: ABILITY:

10 Below Average Performance

11

MATERIALS USED:

x' Textbook .x Workbook

Avera e Performance

12 1 ) Above Average Performance

Other Printed Material (Describe)
.

Audio Visual Material (Describe)

Simulations /Demonstrations

Other (Equipment; Supplies, Eta.)

Title: Solving Ausiness Problems on the Electronic( Calculator

Author(s): James Mechan and Allan Doerr Edition 3 rd Copyright Date 1975

Publisher: Gregg/McGra;; Hill Cost 87.44/5.58,

Pages used:

COMMEMTS4: Content" Organization .

'parity Readability

:\Illustrations4 Length 2,56 pages

'Motivational Qualities

Includes: Student Virections Quizzes-, x Teacher Aids

Teacher Comments:

58 64
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ISSOE MATERIALS REPORTING FORM

OURSE Business Office

UNIT Adding & Caloulating Machines

7
School Name and Address Jamestoyn Hi gh Srbonl

MODMIE Calculating Machines Instructor Jean Bobo

TASK Solve problems with thesk0-key elec- Phone Number (716) 483-4384

tronic calculator involving the memory function
1979-1980 Task # 06-02.02 ISSOE Region 13

1980 -1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instruction

Handicapped (Describe)

Other (Describe)

4

.r

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory 10 Below Average Performakice

Basic 11 a Average Performance

Advanced 12 --,4bove:Average Performance

MATERIALS USED:

x Textbook x Workbook x Other Printed Material (Describe)Pre-Post Tests
, .

.

Audio Visual Material ( Describe) ,
ii

,Simulations /Demonstrations

Othe'r (Equipment, Supplies, Etc.)

Title: Electronic Display Calculator Corr aa

Author(s): Pasewark. Ed tio Copyright Date

Publisher: Southwestern 'J.'.
Cost $5.16/3.87

Pdges* used:
0* .

COMMENTS: Content : , 4 ti.- Organization

.Clarity . Readability

Illustrations Length 30 jobs

Motivational qualities

Includes: _Studentx' Student DirectIons x Quizzes 'x Teacher Aids

Teacher Comments:

.59
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4 ISSOE MATERIALS-REPORTING FORM

COTISE Business Office

UNIT Adding & Calculating Machines

MODULE CalgplatinglMachines

41P

School Name and Addre'ss Jamestown High School

}r"

Instructor. Jean Bobo'

'TASK Solveproblems w/ 10-key electronic PhoneNumber (716) 483-4384
calculator, involving memory. function

1919-l980 Task # 06-02-02 A.
ISSOE 'Region 13

1980-1981 Task,# V-TECS Number

MAtERIALS BEST*SUITED FOR:,

x 'Individual Instruction

x /Group Instruction

Handicapped (Describe) .

Other (Describe)

1

INSTRUCTIONAL LEVEL(S): .'PRADE:'

Introductory 10

Basic 11

Adyanced 12

MATERIALS USED:

Textbook Workbook

ABILITY:

Below Average Performance

Averdge Performance

Above Average Performance,

Other Printed Material.(Describe)

Audio VisuaIiMaterial (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies% Etc.)

Title: How to Use Adding and Calculating Machines

Authon(s): Walker\ Roach. Hanna Edition '4th Copyright Date 1979

Publisher: Gregg - McGraw Hill Cost $8.56/6.42

Pages used:

COMMENTS: Content

Clarity

Illustrations

jMotivational Qualities

InclUdes: x Student Directions x4 Quizzes x Teacher Aids

Organization'

Readability

Length 224 page

Teacher Comments:

.k

4

d
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-COURSE,. E siness Office

UNIT Addin & Calculating Machines

ISSOE MATERI S REPORTING FORM

MODULE' Calculating Machines

TASK Solve probleii using the 10-key
electronic calculator, involving

1979-1980 Task #06-02-'02"

1980.81 Task #

MATERIALS BEST SUITED FOR:

Individual-Instruction

GiOup Instruction

School Name and Address JamesioWn High School

Instructor Jean BObo

Phone Number' (716) 483-4384

sensory. function

ISSOE Region 13

V -TECSNuMber

Handicapped (Descri

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic 11

Advanced
4)

ACEERIALS USED:

x, Textbook x Workbook

Audio Visual Material (Describe)

12

ABILITY:

Below Average Performance

Average Performance'

Above Average Performance

"s
Other,Printed Material (Describe)

Simulations/Demonstrations

Other(Equipment,'Supplies, Etc.)

,'Title: Electronic Calculator

''Adthor(s):

0 Publisher:

Pactor

FearowPitMan

,Pages used:,t

COMMENTS': '':Content

0 s

Publishi%ComgAny
.

Charity may'
,

"

Edition Copyright Date 1976

4 Cost4.20/3.15

Organizatio
4

n

Illustrations
4-

X
,

v,MotiVatiollipa Qu'a
A

c

Includes: illStudenttbirectipils
.

Teacher Comments:

0

4

-

Ouizies Teacher Aids

t

0

o

.
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COURSE Business Office

ISM MATERIALS REPORTING FORM 0
1 .

Scho61°Name and Addresi Mt. Vernon H.S.

UNIT Adding'& Calculating Machines
. .

MODULE Calculating Machines
*

.Instructor Irene Schindler

TASK Solve problems using the 10-key elec- Phone Number (4114 668-6580
tronic calculator, involving thememory function

1979-1980 Task # 06-02L,P2, 'ISSOE Region .3S

1980-1981 Task # V-TECS Number

MATERIAL'S BEST SUITED FOR:-
, .

x Individual Iristruction Handicapped (Describe)'
, . .

o .

x
r
Group. Instruction Other (Describe)I.....

INSTRUCTIONAL LEVEL(S); GRApE: ABILITY:'

Introductory 10 Below Average Performance

x Basic, 11 x Average Performance

Advanced 12
.

'Above'AveriP-P-arformance

MATERIALS USED:
. , '

x Textbook -Workbook Other Printed Material (Describe)
;

. ?

Audits Visal Material (Describe)

SimulatiOns/Demonstrations.' ,

'

,

,

.
f

, Other
.

(EqIuipment, Supplies, Etc:5 ,

. ,/ ,.

Course-
.

Title: ' Office,MaChines e
d

0Author ):-4- Cornelia, Pasewark, Edition 5 Copyright Date 1979
, . .

Publishert, SoUthwestern . 'Cos.t ,54.47

Piges used: pp. 35 -42. . '. - *. , .
.

pINENTS: Content Excellent
_ .

Organization Excellen;

. i Clarity *Satisfactor J
.

Readability Appropriate for.11-12
; .

Illustrations Appropriate' Length ppropriate
sr

Motivational Qualities Good variety; rea stic problems,.
. ,.. ..

I 44. Includes: x Student Directions x Quizzes ''' x .Teacher Aids
.

4 0

TeaCher COmments: Very good complete machines course. SlIdiral back book
...t.)

)--can, be' used for .2/3, years if answers air put on separate(

answer sheets or tapes are collected.

4 .

62' 68
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41) COURSE Business Office

ISSOE MATERIALS- REPORTING FORM,

. School Name and Address

:4 UNIT Adding & Calculating MAChinea

\ I

Jamestown High School

. ,
'ilODULE CalcUlating

.

Machines : Inst)btor r- Jean Bobo. ..

-.
. .

TAsKSolve problems:uping the 10 -key' ,. Phone Number (716) 03-4384

electronic calculator, involving the memory faction
1979-1980 Task,# 06-06;02 '-- ISSUE Region 13

c . ,

1980-1981 Task # V -TECS Number

,
..

MATERIALS BEST-SUITED FOR: 0.

, 4, Individuil Instruction, Handicapped (Describe)
_ ..

. ,

Group Instruction '-Other, (Describe) .

, . ,

INSTRUCTIONAL LEVEL(S): GRADE: ABILItq: ,

,..

, .

Introductory 10 .
, BeloW Average Performance

N

G e
( ''

Basic
,-..,

. 11 kierage Performance

.. 12i-AdVanced 12,,
.. ,, - Above 'Average Performance

,,-MiTERIALS USED:. .. ,..,

x Textbook x Workbook ., x., Other Printed Matetial (Describe)Pre-Post Tests

Audio Visual MateAaa '(Deicribe)
. .,-

-Simulations/Demonstrations

Other (EquipmeRt, Supplies, Etc.)
-Noo.

2

Title: Electronic indfileClanical Printing Caldulator Course

Author(a): -Pasewark Copyright Date

Cost $5.16/$3.87Publisher: 'Southwestern

Pages used:

COMMENTS: Content 'Organization

Clarity .
-.

.Readability
,.. ....,,

Illustrations 2 Length 30 Jobs '-

.,
,

Motivational Quals:ties

Includes/ x student ibc t iona Quizzes --x-.Teacher Aids

Teacher Comments:
C.

-4=

0 '

,
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ISSOE MATERIALS REPORTING FORM

COURSE Business Office

?um Adding & Calculating Machines

MODULE, Caldulating Machines

TASK Solve problems using the 10-key

electronic calculator, involving the

1979-1980 Task 1/ 06-02-02

1980-1981 Task #

MATERIALS BEST SUITED FOR:'

Individual Instruction

Group Instruction

INSTRUCTIONAL LEVEL(S):

IntroduCtory

Basic'

Advanced

ea

SCh001-14aMe...411L±1111!:fS Jamestown High School II/

Instructor - -Jean Bobo

Phone Number' (716)
memory function-

ISSO; Region 13

48374384

V -TECS Number

Handicapped

Other (DesCribe)

GRADE:

10

11

12

-MATERIALS USED:

t x -Textbdok x fiiiorkbook

Audio Visual Material (Describe)

ABILITY: :

Below Average --f etformance

Average Performance

Above Average Performance

Other Printed Material (Describe)Pre-Post tests

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

.

Title:. Electronic'and Mechanical Printing Calculator dourge

Author(s): Pasewark

Publighei: Southwestern

Page's used:

COMMENTS: Content prganizatIOn
. ,

Clarity ..0001m* Readability

Illustration# Length 30 jobs

Edition Copyright Date .

Cost $5.16/3.87

a

Teacher

Motivational Qualitie#

x StudentIncludes:

Comments:
,

Directions x Quizzes xTeacher Aids

0

,e
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ISSOE MATERIALS REPORTING FORM

COURSE, BusinessOffice School, Name and A ddress Mt. Vernon H.S.

UNIT Adding & Calculat g Machines

MODULE Calculating Machines Instructor Irene Schindler

10P

TASK Solve problems using the ten-key elec-Phone Number (914) 668-6580
tronic calculator, involving the memory function

1979-1980 Task # 06-02-02 ISSOE Region '3S

1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:
------ to

x' Individual Instruction Handicapped (Describe)
or ,- ../-

x Group Instruction Other (Decribe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

x Basic x '11

Advanced 'x 12

ABILITY:

Below Average,Performance

x -Average Performance

Above Average Performance

. MATERIALS USED:

x Textbook Wakbook Other Printed Material (Describe)

Audio Visual Material (Describe) Testing material has pretest on arithmatic funda-

Simulations/Demontrations mentals and a final test for each calculating

Other (Equipm ent, Supplies, Etc.) machine covered

Title: How to Use Adding and Calculating Machines

4

Author(s):, Walker, Roach, Hanna Edition 4 Copyright Date 1979

Publisher: Gregg/McGraw Hill Cost .$8.56

Pages used:' 18-123

'COMMENTS: Content Complete Organization Good

Clarity Good Readability Appropriate for averagell-l2

Illustrations Satisfactory Length Satisfactory

Motivational Qualities' Timed progress check-good motivational device

Includes: x Student D/rections x Quizzes x Teacher Aids
. w

. . %

T

Teacher Comments:

a
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ISSOE MATERIALS REPORTING FORM

COURSE Business Offide

UNIT Adding & Calculating Machines

MODULE Calculating Machines

School Name and Address, Jamestown High School

Instructor Jean Bobo

TASK Solve problems w/ 10-key electronic Phone Number (716) 483-4384

calculator, involving constant function

1979-1980 Task # 06-02-03 ISSOE Region 13

1980-1981 Task # V-TECS Number

MATERJALS BEST SUITED FOR:

Individual Instruction Ldicapped (Describe)

Group Instruction Other (Desciibe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory 10 Below Average Performance,
.4,

Basic 11 Average Performance

Advanced ° 412 Above Average Performance

MATERIALS USED:

x Textbook _x Workbook x Other Printed Material (Describe)Pre-POst Tests

Audio Visual Material (Describe)

'Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Electronic and Mechanical Printing Calculator Course

kAuthor(s): Pasewar Edition Copyright Date

Publisher: Southwestern Cost $5.16/3.87

Pages used.:

COMMENTS: Content Organization

Clarity Readability

'Illustrations Length 30 jobs.

Motivational Qualieies.

Includes: x Student Directions x Quizzes ' leacher Aide

Teacher Comments:
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OFOURSE

UNIT

MODULE

,

Business Office

ISSOE MATERIALS REPORTING FORM

School Name and Address Fish School

Adding & Calculating Machines

Calculating Machines -- Instructor

TASK Solve problems with the 10-key elec- Phone Number
Dronic calculator involving the constant function

1979.4980 Task # 06-02-01 ISSOE Region 13

.lean Bobq

(716) 483-4384

1980-1981 Task #

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instruction

INSTRUCTIONAL LEVEL(S):

Introductory

'Basic

Advanced

V -TECS Number

Handicapped (Describe)

Other (Describe)

GRADE:

10

11

12

ABILITY:,

Below-Average Performance

Average Performance

Above Average Performance
SYS

MATERIALS USED:

x Textbook x Workbook x Other Printed'Material (Describe)Pre-Post Tests

0 Audio Visual Material (Describe) achievement tests

Simulations/Demonstrations

Other (Equipment, SuppliesEtc.)

Title: Electronic Digplay Calculator cnurRp

Author(s): Pasewark.

Publisher: Southwestern,*

Pages used:

COMMENTS: Content

Clarity

Illustrations

Motivational Qualities.

Edition Copyright Date

Cost $5.16/3.87

OrganizatiorilIM

Readability

Length

Includes: x Student Directions , x Quizzels

\\,
Teacher Comments:

x Teache;ids

#
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k

COURSE

ISSOE MATERIALS REPORTING FORM

Business ()Vice

UNIT Adding & Calculating Machines
Aw

School Name and Address Jamestown High School.
C

MODULE Calculating Machines Instructor Jean-Bobo '

TASK Solve problems with the 10-key elec-Phone Number (716) 483-43844k

tronic calculator involving thedcoustant function

1979=1980 Task'# 06-02-01 ISSOE Region 13

1980.71981 Task # V-TECS Number.

MATERIALS BEST SUITED FOR.

Individual Instruction

d' Group InstAction

Handicapped (Describe)

Other (Describe)'

fa.

\N

INSTRUCTIONAL LEVEL(S): GRADE: \\ ABILITY:

Introductory 10 Below, Average Performance

Basic 11 Average Performance

Advanced 12 -Above.Average Performance

MATERIALS USED:

x Textbook 'Workbook "Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Solving Business Problems on the Electronic Calculator

Author(s).: James MPPhan and AVIan Dnprr Edition lrrl Copyright Date 1967

Publisher: Gregg/McGraw Hill

Pages used:

COMMENTS: Content

- Clarity

Cost $7.44/5.58 .

Organization

Readability

Illustrations Length 256 Pagei

Motivational Qualities'

, Includes: Student Directions

Teacher Comments:

Quizzes
_ -

x Teacher Aids

0

68

74 1



ISSOE MATERIALS REPORTING FORM

',COURSE Business Office School Name and Address' Jamestown litgh~School

UNIT Adding & Calculating.- Machines

MODULE Calculating Machines Instructor Jean Bobo

TASK Solve problems with the 10-key elec- Phone Number (716) 483-4384
tronic calculator involving the constant function

1979-1980 Task # 06-02-03 ISSOE Region 13

1980-1981 Task #

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instru on

INSTRUCTIONAL LE (S):

Introductory

Basic

Advancect-___

V -TECS Number

. Handicapped (Describe)

Other (Describe)

GRADE:

10

11

12

ABILITY:

Below Average Performance

Average Performance'

Above Average Performance

MATERIALS USED:

x Textbook x Workbook Other4Printed Material (Describe)

Audio Visual Material (DesCribe)

, Simulations/Demonstrations

Other (Equipment, Supplies, Etc.) .

Title: Electronic Calculator

Author(s): Pactor Edition Copyright Date 1976

Publisher: Fearon Pitman Publishing Company Cost $4.20/3.15

Pages used:

COMMENTS: Content Organiiation

Clarity Readability

Illustrations'

Motivational Qualities

includes:

Length 112 pages

.0;-
x Student Directions' Wizzes Teacher Aids

Teacher Comments:

69

757



ISSOE MATERIALS REPORTING FORM

COURSE Bdsiness Office

UNIT Adding & Calculating Machines

MODULE Calculating Machines

School Name and Address Jamestown High SChool

Instructor

TASK Solve problems using the 10-key phone Number (716) 483-4384

electronic calculator involving Constant function

1979-1980 Task # 06-02-03 ISSOE Region 13

1980-1981 Task I

MATERIALS BEST SUITED FOR:,

x 'Individual Instruction

x Group Instruction

INSTRUCTIONAL LEVEL(S):

Introdattory

Bask
. -

Advanced

V -TECS Number

for.-

Handicapped (Describe)

Other (Describe)

GRADE:

10 Below Average Performance

":* 11 AveragePerformance

12 Above Average Performance

MATERIALS USED:

x Textbook WorkbOok Other Printed Material (Dqscribe)

-- Audio Visual Matetial (Describe)

'Simulations./Demonstrations

ak Other (Equipment, Supplies,' Etc.)

40

Title:
Haw to Use Adding and Calculating Machines

Edition 4th Copyright Date 1979Author-0); Walker. Roach, Hanna
A

Publisher:. Gregg - MrGraw 11111 Cost $8.56/6.42

Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations Length 224 Pages

M'otivationhlIgualities.

Includes: x Student Directions x 'Quizzes xTeacher Aids

Teacher Comments:

L- 70

76



ISSOE' MATERIALS REPOIOING FARM

COURSE,
Business Office

A*

UNIT Adding & Calculating Machines

MODULE Calculating Machines

TASK Solve problems using the ten-key
tronic calculator, involving the

1979-1980 Teak # 06-02-03

1980-1981 Task #

MATERIALS BEST SUITED FOR:

Individual Instruction

x Group Instruction

a

School Name-and Address Mt. Vpronn H.R.

Instructor-

elec-Phone Number
. -

constant function
ISSOE Region 3S

Irene Schindler

(914) 668-6580

V -TECS Number

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introduttory 10

x Basic 11

Advanced, 12

,
MATERIALS USED: ---

*
x Textbook Workbook * , Other Printed Material (Describe)

ill Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplieslktcf.)

ABILITY:

BOlow Average Performance

._x :kdrage Performance

,Above-Average Performance

Title: How to Use Adding anCalculAting

Author(s): Walker. Roach, Hanna

Publisher: Gregg/McGraw Hill

Machines

Edition 4 Copyright Date 197q

Pages used: 31-39

COMMENTS: Content Good

Clarity Gooll

Illustrations ood

Cost $8..6

Organization Satiqfartnry

Readability

Length

Appkopriape

SatiArtory

Motive 1 ualities' Timed progress checks are!.popular motivators

Inc des: x Student Directions x Quizzes x Teacher Aids

Teacher Comments:

1,151 1.1

71



, ISSOE MATERIALS REPORTING FORM

COURSE Business Office

41,
UNIT Adding & Calculating Machines

School Name and Address Mt.Vernon H.S.

1L 4T

1 .

MODULE Calculating Machines Instructor Irene Schindler

TASK Solve problems using the ten-key elec-Phone Number (914) 668-6580
tronic calculator, involving the constant function

1979-1980 Task # 06-02-03 ISSOE Region 3S

p1980-1981 Task # V -TECS Number

'MATERIALS BEST SUITED FOR:

x Individual Instruction .Handicapped (Describe)

x Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

x Basic k x .11

. Advanced, x 12

MATERWSUSED: ,.. y ,

x Textbooks Workbook Other Printed MateAal (Describe)
1:7-

Ikudio Visual Material (Describe)*

SimulatiOns/Demonstrations

ABILITY: .

Below Average Performance

Average Performance

Abov'a Avegage Performance

1

Other (Equipment, Supplies, Etc:)

)

Title: Office Machines Course'

Author(s): Cornelia, Pasewark f.

Publisher: Southwegtern Cost $4.47

Edition 5 Copyright Date 1979

Pages 'used: 17-20 & 55-56

COMMENTt: Content' Excellent
, Organization Encellcnt

.
(i,

ClarityEmcallearReadability Appropriate for 11-12
$

Illustrations Appropriate Length / SatisfaCtory

Motivational Qualities Realistic problems

Includes: Student ,Directions X W.zzes x Teacher Aids

Teacher Comments:.

11

72
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'ISSOE MATERIALS REPORTING FORM--

'COURSE Busineds Office

UNIT Financilil and Re6ordkeeping Systems

/
Petty Cash FundMODULE

School Name and Address Mt. Vernon H.S.

.0*

Instructor. Irene Schindler
4

TASK 'Estaplish a,petty cash fund Phone Number (914) 668-6580

- I
.,-

1979-1980iTask # 07-01-01 ISSOE Region 3S.

1980 -1981 Task # , Y-TECS Number
,

.

MATEROILS BEST SUITED FOR:

ndividual Instruction Handicapped (Describe)

X°. Group Instruction Other (Describe)

, GRADE: ABILITY:

'10 below Average Performance

11 x Average Performance

x 12 Above Avetage Performance

IIfSTRUCTIONAL IEVEL(S):

Introductory

Basic

Advanced

MATERIALS USED:

x Textbook Workbook Other Printed Material (Describe)

Audio Visual Materil,(Deseribe)
.

.,

,c
Simulations/Demonstrations, _

' Other (Equipment, Supplies, Etc.)
,

40AO

Title: Secretarial Office Procedures
---_____

Anthoi(s): Oliverio,and Pasewark Edition 9 Copyright Dite. 1978

Publisher: Southwestern Cost $9.39

.T.,. ,
Pages used: 557-559 . 0

,,'''

COMMENTS: Content Brief treatment Organization Satisfactory'

Clarity Satlsfartory , Readability appropriate for 11/12
N

IllUstrations Clear/appropriate- Length bfief
S

, Motivational Qualities.
,

looprInChaeS: -x Student Directions Quizzes x Teacher Aids

Tea Comdents:

.11

-4

73
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WNW

---,COURSE

ISSOE MATERIALS REPORTING FORM,

Business Office

UNIT Financial and,Recordkeeping SysEdifig

MODULE Petty cash fund Instructor Irene Schindler

.SchbolName and Address Mt. Vernon H.S.

-1
TASK Establish a petty cash fund Phone Number (914) 668-6580

1979-1980 Task # 07-01-01 ISSOE Region 3S
7

1980-1981 Task # V-TECS Number'

MATERIALS' BEST SUITED FOR:

Individual Instruction

Group Instruction

INSTRUCTIONAL-LEVEL(S):

- Introductory'_.

x Basic
2

Advanced

MATERIALS USED:

x Textbook Workbook AT 'Other Printed Material (Describe)

_Handicapped (Describe)

Other (Describe)

GRADE: '*40\ ABILITY:

x 10

x 11

12

e

x Below Average Performice

x Average Performance

Ab Average Perfo;mance,

*-Audio Visual Material (Describe)

Simulations/Demonstfltions
A

Other (Equipment, Supplies,' Etc.)

Title: Practical Recordkeeping JOurse I (Not available, unt nter of 198L

Author(s): Baron, Steinfeld, SchulthiTs Edition 5 -;Copyright Date 1979,

Publisher: Southwestern Cost $9.60

I
Pages used:

COMMENTS: Content Organization

Clarity

Illustrations

-!,Readability

Length

.Motivational Qualities

, Includes: - Student Directions Quizzes Teacher Aida,

Teacher Comments:(

74

80.



I

ISSOE MATERIALS REPORTING FORM

410FOURSE Business Office

UNIT Finanal & Recordkeening Systems

MODULE Petty cash fund

TASK Maintain & operate a petty cash

1979-1980 Task 3 07-01-02

1980-1981 Task #

1.

School Nate and Address Mt. Vernon H.S..

Instructor Irene Schindler

Nutier (914) 668-6580

ISSOE Region

V -TECS Number

....MATERIALS BEST SUITED FOR:-

Individual Instruction Handicapped (Describe)

x Group Instruction Other (Describe)

INSTRUCTIONAL LEtEL(S) :

Introductory

7x. Basic

Advanced'

MATERIALS USED:

xloxtbook Workbook

GRADE:

_x_m. 10'

11

12

Audio Visual Material (Describe)

Simulations /Demonstrations-

ABILITY:

Below Average Perfbrman

x Average Performance

* Above Average Performance
wie

1111t,

Other Printed Material (Describe)

Other (Equipment, Supplies, Exc.)

t.

Autbor(s):

Publisher:

Pages used:

COMMENTS:

Illdstratik
t of petty

Q- dge
Motivational Qualities,

Includes: x Student Directions

Accounting 10/=12

Weaver,Hanna,Freemln,Browser.Smilev

Greg /McGraw-Hill I

145,148 /

Conitent Clear tom lete

ood e les includi

Edition 3 Copyright Date 1977

Cost $9.57

Organization Good

flow Readability

cash s .tem
Length

//Teacher Comments\

40$

300

Quizzes x Teacher Aids

75



0

ISSOE MATERIAES REPORTING FORM
0

COURSE Business Office SshOol Name and

UNIT Financial & Recordkeeping-Systems

MODULE

TASK

Petty cash fund

Maintain & operate a petty

1979-1980. Task U 07-01-02

1980-1-1981 Task #

MATERIALS BEST' SUITED FOR:

gash

Address Mt. Vernon H.S.

40

InstrUctor Irene Schindler

fund Ph9ne Number (914) 668-6580

ISSOE Region 3S

V-TECS Number

Individwal Instruction itgndicapped (Describe)

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

.,Introductory x 10

,x Basic x 1
AdVanced 12

MATERIALS USED:'

ABILITY: 0

x Below 'Average Performance

& x Average Performance

Above Average Performance'

Textbook x Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies,. Etc.)

Title:

Author(s):

'Publisher:

Pages used:

COMMENTS:

General Recordkping

Huffman and Stewart

Gregg/McGraw Hill

pp. 200-208

Edition 7 Copyright Date 1976

Cost $9.57

Content Very_ good' Organization Good

Clarity Good
^ "Rdhdability Appropriate for 10-11 a

, 7

Illustrations Numerous/Appropriate Length

Motivational Qualities

Includes: x Student Directions x Quizzes x Teacher Aids

Teacher Comments: 4

76

402 g 4 .



' ' .
.

.

11,111 .

A....

mow 1.
,. ,ISSOE MATERIALS REPORCING'FORM

OF .
OURS, BUsiness Offidg School Name and Address Mt. Vernon H.S.

UNIT Financial kRecdrdkeePing Systems
.

''MODULE Petty cash\;und Instructor Irene Schindler
.

TASK!. .RepIenigh the petty cash fund Phone-Number (914) 668-6580
._. , , s

( f r

1979 -i980-Task # .07 -01-0a-' ISSOS Region 3S
.

4 . , : .

1980-1981 Task i

I

V-TECS Number
.

MATERIALS BtST SUITED F0t6A
;

- ,

.

Ifidividuel InstructiOn Handipapped (Describe)

s,

x Gtr our. Ins truc ttofi Other (Desctibe)

INSTRUCTIONAL LEVEL(S):

Introductory

' x Basit

Advanced

GRADE: ABILITY:

R 10 'Below Average Performance

'11 x Average Performance

12 Above Average'Performance
.

MATERIALS USED:
.

x
P
Textbook. , 1 WorkbQok 11. -Other Printed'Material (Describe)

0

Audio Visual Material (Describe)

SimulailionsitDemonstr4tions''
.

,
-' Other CEquipment, SupplieEtc.) .-, ,

a : .
4 f

1. -
e. . r, \

1,

Title:, ' ern Bookkeeping and AccountiiiC e

IbOr(s): .Mo'rig,MIller and Ja#is
.

-Edition 2 coPrightaDete ,1973
; c.s.

'Publisher :, Aaron -Pitman --- ': .t.
-..,..

?

Cost sg_97

% - ... , '

Pages used 457-47D r
. ..

(6-

COMMENTS: Content confrailip % Organitetior4 very gnad,
4

-...

iClgFity Good --
Readability' -Ajirdpriar;. fbr grade level

. .

Illustrations Numeroug7in color / Lellgth Good

Motivational-Ptialitles'Attractive: plenty of activities:

Includes: x-
4
oStudent Directions e.',"x Quizzes x Teacher Aids

4

Teacifer COmmente;

a

-

'

F-I.

., Y:-
0

a t.
I

..

.77'

c'
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WI/

COURSE Business Office

.

ISSOE MATERIALS REPORTING FORM

School Name and AddreA ROCES South'Celker

UNIT Financial & Recordkeeping SysteMs. .Box 424B Windfall Road Olean, NY 14760

MODULE Payroll Procedures
'

Instructor 3horteficarier

TASK DeEiAline Gross Earnings Phone Nuiber

1979-1980 Task # 07-02:01

1980-1981 Task #

,:NATERNLS BEST SUITED FOR:

."-x Individual Instruction

x Group Instruction

ISSOE Region

V-TEdNumber

1
13

Handicapped (Describe)

Other (De;cribe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

x Basic x 11

Advanced 12

MATERIALS USED:

X Textbook

ABILITY:

Below Average Performance

x Average Performance

Above Average Performance

4tx

x Workbook x Other Printed Material (Describe)

Audio Visual. Material (Desc be)

a

. x gimulation's/Demonstrations1Clerical Payroll Procedures /Village Garden Center Pegboard

Other (Equipment, Suppiie4 Etc.) - , i

Tit e: Century.21 Accounting

Auth r(s):poyntoo. Swanson. Ross, Hanson Edition 2nd Copyright Date i977'

Publisher: Southwestern Cost $10.17

Pages used: 379-418
Workbook cost$ 5.46

COMMENTS: Content 'Organization .

Clarity Readability

'Illustrations Length

"'Motivational Qualities.

Iricludes: ' Student Directions Quizzes

,,.

...

4

Teacher tmments.: .*Clerical Payroll Procedures (text/workbook). 8th,91.. 194: published,
. .

Teacher-lids-

by Southwestern at $3.24 is probibly the best simulation.*

, Village:Garden Center Pegboard Payroll System (simulation) by

'Southwestern at*$5.73 is another good one.

-4,

7, 84



.

..411COURSE Business Office

0 , _

ISSOE MATERIALS REPORTING FORM

UNIT Financial & Recordkeeping Systems

_MODULE Payroll Riocedures

TASK . Determine gross ea&ings.

1979-1980 Task # 07-02-01

School Name,and Address ' Mt. Vernon H.S.

a

Instructor Irene Sdhindler.

t Phone Numbert914), 668-6580

ISSOE Region 3S'

1980-4981 Task 1# V -TECS Number

o

MATERIALS BEST SUITED Fa:-

Individual InstruCtion Handicapped (Describe) e

Gqup Instruction . Other. Describe)

'INSTRUCTIONAL,LEVEL(S)1 GRADE: AA/1L-IM

Introductory

x Basic

Advanced

MATERIALS USED:

x Textbook

Belo Average Performance

Avera e Performan e

Aboye Average Pe formance

1-
Workbook Other Printed Material (Describe)

. .

Audio Visual Material (Deqpribe)'
/

'Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title: '
44 4

Author(s):

Publishei:

..Pages used:

COMMENTS:

rr

Applied Business Mathematics

Fairbanks and Sehulthesis

Southwestern

369-373

Content Good

Edition Copyright Date 1980 A
Cost .0.5t

Organization Goci0

Clarity Good

Illustrations Numerous/in color
. .

...,Cf

-

- Motivational Qualities. Plenty of
c

-v .

,

. Includes: x Student Directions

Readability Appropriate

Length

student activities

$atisiictory.
4-

Quizzes Teacher Aidi

Teacher GOmaiehts:

. .

1'. IN **0 as

'79;

5



'

4
ISSOE MATERIALS REPORTING FORM

'COURSE Business Office

UNIT Financial & Recordkeeping Syste

MODULE Payroll pr'ocedures

TASK

1979-1980 Task.# 07 -02-01

Deterbine gross parnings

1980:41981 Task #

MATERIALS"BEST SUITED FOR:

Individual Instruction

Group Instruction

. ' e

School Name and Address
to!

Mt. Vernon H.S.

Instructor ,Irene Schindler

Phone Number (914) 668-6580

ISSOE Region ,3S

V-TECS Number 0

Handicapped (Decribe)

Other (DesCiribe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory r x 10

x Basic
'

11

Advariced / 12

MATERIALS USED:

x Textbook Workbook - Other

Audio'Visual Material (Describe)

Simu%ation /Demenstrations .

ABILITY;

Below Average Performance

x Average Performance

AbOve Average, Performance

Print6d Material (Describe)

Other CEquipment, Supplies, Etc.)

Title: ' Business thematics
.'

Author(s): Rosenberg, Lewis, Poe

Publisher: Gregg /McGr,.z Hill

Paged used: 163-192. -..,

COMMENTS: Cajfttent Good,

arity Good
.

Illudtrations Not as many

a

,Edition. 8 Copyright Date 1975'

Motivational Qualities

Cost $9.24

Organization Satitf.actory

Readability. Appropriate, for 10th drade

as some
texts.

Length P SAtigf3CtOry

x Student Dj.rections x QuizZes

Teacher Comments! f b'

x Teacher Aids

4.

V '
80

, 8 6 dm* *



x

ISSOE MATERIALS REPORTING FORM

OCOURSE Business Office "IP School Name and

UNIT

MODULE

TASK

.Financial & Recordkeeping

Payroll-procedured

Determine gross pay

1979-1980 Task #

1980-1981 Task #

Systems;

Address Mt. Vernon H.S.
,

Instructor Irene Schindler

'Phone Number (914) 668-6580

ISSOE Region. 3S

trn
V -TECS Number

MATERIALS BEST SUITED FOR:

x Individual Instruction Handicapped (Describe)

x Group Ifistruction ,Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory x 10

x Basic 11

Advanced 12

MATERIALSJUSED:
Text-WorkboOk CoMbination

x Textbook x Workbopk Other Printed Material (Describe)

Audio Visual Material (Describe)-

Simulations/ieMonstrations

Other (KRuipment, Supplips, Etc.)

ABILITY:

x Below Average Performance

''Average Performance

Above Average Performance

Title:

Author(s):

Publisher:

Business'Mathematics for the Consumer

Guthrie, Selden, and Kam EditionEditon 2nd Cdpyright Date 1975

Fearon-Pitman - Cost $5.22

r'

',Pages used: 237-244

Organization Satisfactory

Readability Appropriate for slower

COMMENTS:' Content Adequate

Ciarity Good

Illustrations Few

*MptivatioCa1 Qualities Not very

Length Satisfactory

attractive; but utilitarian

learner

Includes:. . Student Directions

40,1k
A

Teacher,Comments:

.,'

QuizzeS.

Ilfink,50101,every

Teacher Aids

I

81

. 8? . 4
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COURSE Busitss Office

ISSOE MATERIALSIEPORITING FORM

School Nanie and AddreSs BOCES-South Center

UNIT Fillancial & Recordkeeping Systems Box 424B Windfall Rd. Olean, NY

MODULE Payroll Procedures Instructor

TASK Make deduAlons for frlinge benefits
to get gross pay

109-1980 Task # 07-02-02
.

1980 -1981 Task #

MATERIALS BEST SUITED'FOR:

Wesnerbee/Shortencarier

Phone Number

ISSOE Region '13

V-TECS Number

I e .

x Individual Instruction Handicapped (Describe)
. . .

,

2( Groui; Instruction 'Other (Describe)

INSTRUCTIONAL LEVEL(S}: GRADk: ABILITY:

Introductory. 10 Below Aveiage Performance

x Basic x 11

Advanced t 12

MATERIALS USED: b

X. TextbOok Workbook

x Average Performance

Above Average Performance

x Other Printed Material (Describe)

Atidio Visual Material (Describe)

x Simulations/Dertionstrations,

-Other fEquipment,Supplies, Etc-.)

Title: Century 21 Accounting

Author(s1 :ky.111:A1,iiitansgaRoss, Hanson
SOueltwesternPublisher:

Edition 2nd C&pyright bate

Cost

Pages usdd 179-418

$10%17

Workbook Cost $ 5.46

COMMENTS: Contelit Organization

Clarity

. Illustrations

'Readability

Length

Motivational Qualities'

'Includes: ". Student Directions Quizzes ,

. 0

t
' 'Teacher Aids

teaCherComments:* Clerical Payroll Procedures (text/Workbook)4.8Uhed., 1979,

t

#
published by Southwestern at $3..42.is probably the best, simulation.*

.Village Garden Center Pegboard Payroll System ( simulation) by

Sopthwesterivat $573 is another good ont. ,'.

'82



ISSOE MATERIALS REPORTING FORM.

School Name and AddressCOURSE Business Office--

UNIT Financial & Recordkeeping Systems

MODULE Payroll-..procedures

TASK .Make deductions for fringe
to gel net pay

1979-1980 Tasks 07-02-02

1980x'1981. Task

MATERIALS BEST SUITED FOIL:

IndiVidual Instruction

benefits

Mt. Vermin H.S.

Instructor
40

Phone Number

Irene Schindler

(914) 668-6580

ISSOE Region 3S

V-TECS Number,
d

Handicapped (Describe)

11

x Group Instruction Oth,r (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:
t,

Introductory x 10
i Below Average Performanc

,x Basic
--..x--.

11 x Average Perform5nce
...

Advanced "12 Above Average Performancs
,

:
MATERIALS. USED: e -.

,
,

x Textbook 'x Wo:rkbook Other Printedi.Material (DeScribe) .

.

Audio Visual.-Material (Describe) .

.

...

Siniulations/Demonstrationi
.

Other (Equipment, Supplies, Etc.).

Busines's.Mathematics'Title:

Author(s: .osenberg. Lewis: Poe Edition .8 Copyright Date 1975
... Textbook:$9.24

Publisher: Gregg/McGraw Hill _
Cost Workbookt$3.84

Pages used: 57:_69 . , ' 4

.COMMENTS:; Content Good Organization , nond
--.--- .

Clarity ,Good - , Readability food far 10-11
, 1

Illustrations Satisfactory Length' ,' Ariptoorialge 0

0

Motivational.Qualitles' Lots of reinforcement
I.

Includes: x Student Directions x Quizzes x Teacher Aids.

Teacher Comments: 6

.

.

4

" t"
0 .ZS '6

e.

4

*

x'83 "

-ft



COURSE Business Office

ISSOE MATERIALS REPORTING.FORM

'UNIT Financial & Recordkeeping Systems

MODULE. Payroll procedures

TASK 'Make deduttionfi-for fringe benefits
to get net .pay

1979-1980,fask It ,. .07-02-02..
.

ISSOE Region 3S

19l0 -1951 Task,# V CS Number

School Name ane'Address Mt. Vernon H.S.

ps.

Instructor Irene Schindler

Phone Number. (914) 668-6580

MATERIALS BEST SUITED fOR:

Individual Instruction Handi*capped, (Describe)

ac 'Group Instruction,, Other (Describe)

INTRUCTIONAL LEVEL-KS): GRADE:

Introductory x '10.

x Basic P x 11

Advanced 12

',
MATERIALS-USEp; ..

x Textbook , Workbook

Audio Visual Material (Describe)
,

Simulations /Demonstrations.

ABILITY: 411*

Below Average Performance

.c

x_Average Performance .,

Aboye Average Performance

Other Printed'Maieiial (Describe)

Other (Eqaipment, Supplies, Etc.)

Title: Applied Business Mathematics

Author(s):

Publisher:

Fairbanks and Schillt4esis Edition 11th Copyright Dir1989

Southwestern - Cost $4.54

Pages used: 369-373

COMMENTS: Content

Clarity

nnnd ,Organization

Good Readability
CI

.
Illustrations Numerous/in color Length ,- .

Motivational Qualities.

Intludes: '.x Student Directions

Teacher Comments:

Good
,

Appropria e for 10-11

Satisfac ry

, .

Quizzes Teacher Aids

. t "
*

J
f-

'

°s4

90'
e

tr



ISSOE MATERIALS-REPORTING FORM.

111P.ouasE
Business Office,

UNIT Financial & Rdcordkeeping Systems;

School Name and Address 9t. Vernon R.'S.

MODULE Payroll procedures Instructor Irene Schindler

TASK.'Make deductions for fringe benefits
to get net pay

.1979-1980 Task # 07-02-02 ISSOE Region 3S

Phone Number (914) 668-6580

1966-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

x Individual Instruction Handicapped (Describe)

x° Group Instruction Other Describe)

INSTRUCTIONAL LEVEL(S).: GRADE: ABILITY:

Introductory x 10 x BelowAverage Performance,

x Basic 11 Average Performance

Advanced e 12 Above Average Performance
0.

MATERIALS USED:

eXtbook x or
Text-WorkbooX Combination

KDOOK Other Printed Material (Describe)S Audio Visual Material (Describe)
1 ,

, r
Simulations /Demonstrations

, _

Other (56ipMent, Supplies, Etc.) ._.:

Title: Businebs Mathematics for the Consumer

Author(s): Gtbfirie, Selden. Kamer Edition 2nd Copyright bate 1975

Publisher: Fearon-Pitman Cost $5.22
. .

Pages used:' 217-21R, ,

COMMENTS: Content 'Fly.ii.f .
Organization t-lfty

_

Clarity. OK . Readability Approp. for 10th
.

Illustrations Satisfactory , Length 'Brief treatment
. .

Mot vational Qualities None.obvious

I ludes: 'Student Directions .Quizzes Teacher Aids

1

'ieacher Comments: Consumable ,tvt-workbonk rnmbinat inn

J

. 85
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COURSE Bdsiness Office

-CA

ISSOE MATERIALS REPORTING FORM

UNIT Financial &-Redatdkeeping-Systems

MODULE Payroll Procedure's

TASK Issue paychecks

1979-1980 Task # 07-02-03 -

1980-1981 Task #'
. .

MATERIALS BEST
. N

4 Individual

SUITED EOR;

Instruction

x 'Group-Instruction

INSTRUCTIONAL LEVEL(S):

Introductory

x, Basic

Advanced .

MATERIALS USED:4.

X Textbook,

V

/ ,

School Name and 'Address

Box 424B Wihdfall Road

BOCES South Center

Olean, NY 14760

Instructor* /

Phone Number

ISSOt 'R'egion

3hortencarier

. V -TECS Number

' Handicapped (De4cribe?

'Other (Describe) - /.

GRADE:

.10 -\

g 11.

x Workbook

',Audio Visual Material

x Sillation;/Demonstrations'Clerical Payroll Procedures/Village GardPm...4k.zpr Pegboard

Other (Equipment, Supplies, Etc.)

12

4

to, .44

A....,

ABILITY;

Belad Average Performance-

x Average Perfornance

, --T-7
/ Above Average Performance

t.

0

x Other Printed Material (Describe)
i '40, -

(Describe) '

Titlece'Century 214Accounting'

Author(s): Boynton, Swanson, ROSS, Hgdn

Publisfier: Southwestern
. Edition and Copyright Date-_ 1977

Cost $10.17
WorkbookCost$

Qrganizaticin.

Pagds used: 3/9-418 ..g.
COMMENTS: Content

: . ---i s
4glarit ,... .

Readability!'

',. /Illu rations Length ,,,, ..-1

-. v
-,'Motivational Qualities a

Includes: Student
e

Directiods Quizzes
........ -"

' Teacher Aids

34

TeaCher Comments: *Clerical Payroll Procedures Xtex/workbook), 8th'ed., 1979. published

,/
a

a

bySouthwestern at $3.42 is probably the best sumulation.*
.

, .

Village Garden Center Pegboard Payroll System (simulation) by South-

"westernlat $541 is anOther,good one.

ter' 4
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ISSOE MATERIALS REPORTING FORM

410pauRsE
Business Office

UNIT Financial & RecordIceeping Sys£ems

MODULE Payroll protedures

TASK Post to payroll register ftd
earnings record

'-'197-9.%-1980 Task # 07 -02-03

198011981Task: #'

MATERIALS BEST 'SUITED YOR:,

Individual Instgucti

Group Instruction

INSTRUCTIONAL LEVEL(S):

'Introductory

'x Basic

AdVanced
Vo

employee Phone Number (914) 668-6580.

School Name:and Address Mt. Vernon H.S.

Instructor . Irene Schindler *

ISSOE Region 38

V -TECS Number

.Handicapped (Describe)

(Describe)Other

.GRADE:

immk_x__ 10

x '11

12

ABILITY:

Below Average Performance

Average Performance o

Above Average Performance
.

MATERIALS USED: .
, -

c,

x Textbook- x Workbook OtherPrinted Material (Describe)
,

41) Audio Visual
4
Material (Describe) '

A

Simulations/Demonstrations'

Other (Equipment, SuiSplies, Etc.)
. ,

Title:

Author(s):

Publisher:

Pages used:

COMMENT:

0

Basinessllathematirs

Rosenberg. tewfs, Poe

Gregg/ McGraw Hill

' 65-69

/2
Edition A Copyright Date 1q75

.Textbook: $9.24
Cost W rkhnok. Z3 A4

B'

Cohtent Good
,

Organization Good.
.

Clarity Good * Readability ' Appropriate for 10-11 .

I°
Illustrations. Satisfactory . Length ,Satisfactory

. A
Motivational Qualities'. .

4

Incluaes:-. '2i Student Directions

,

Teacher Co. mments:

,
'/

.

I

4- Quizps

" .

x Teacher Aids

.
0 4

t :7

4
4 e T,

4.

/64

a

. ;

46

/
87

e
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it



4p
COURSE

UNIT

ISSOE MATERIALS REPORTING FORM

Business Office

Financial & Recordkeeping Systems

MODULE Payroll procedures

c

°

_School Nathe and Address Mt. Vernon H.S.
.

.

Instructor Irene Schindler

TASK Post to payroll register and' employeePhone Number (914) 668:-.6580
earnings record

1979-1980 Task # 07-02-03 r ISSOE Region

1980-1981 Task #

MATERIALS BEST SUITED FOR:

Individual InderUction

x Group Instruction

4
V-TECS

.9\

Number

Handicapped (Describe)

Other (Describe)

ABILITY:

Below Average Performance-

x Average Perfo ance

Above Average Performance

INSTRUCTIONAL LEVEL(S): GRADE:

introductory x 10

x Basic x' 11

Advanced x 12

MATERIALS USED:

x TeXtboOk Workbook Other Printed Material (Describe)
. ,

Audio VI'Sdal Materta
II

"(Describe)

SimulatiOns/Demdhstrations '

Other (Equipmedt,.Supblies, Etc.)

Titl*0'

.. . .

e' Applied Businesq Mathematic q-
0 .0.

Author(s): '''FlirbankS.ana SrhulthPgis °
i

Edition llth Copyright Date 080

Publisher: Southwestern Cost S9.54

Paige's used: .2369-373 .

COMMENTS: Content Good
.

Clarity . Good

ft

in color

Organization 'Good

Readability .A151propriate,for!i0-11,

Length SatisfactoryIllustrations Numerous

Motivational Qualities

Includes: x Student

Teacher Comments:

to

t. '

,-

4

Plenty of

Direstions

student activities
`,

Quizzes
. .

"
Tiacher Aids °

--h--

.4*.n

N

88
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- ,c ,,,,, ,,,,

41
ISSOE MATERIALS REPORTING FORM

School Name and Address410FOURSE Business Office

UNIT Financial & Recordkeeping Systems ?

MODULE Payroll procedures

TASK Post to payroll register and
earnings record

1979-1980 Task# -- 07-02-03

1980 -1981 Task I

MATERIALS BEST SUITED FOR:

x Individual Instruction

or
x Group. Instruction

INSTRUCTIONAL LEVEL(S):

Introductory

x Basic

Advanced

MATERIALS USED:

',Textbook

Mt. Vernon H.5.

r '

Instructor Irene Schindler

employeephone Number (914) 668 -6580

ISSOE Region "S

VTECS NuMber

Handicapped (Describe)

Other (Describe)

GRADE:

16

11

12

Text-workbo4
WorkbOok

ABILITY:

x Below Average Performance

Average Performance

Above Average Performance

combination
Other Printed Material

Audio Visual Material (Describe)

Simulatipns/Demonstratiolls
t

Other (Equipment,Supplies,'Et6.)

(Describe) ,

Author(s):

Publisher:
%

Pages used:

.payroT4. 'Organization .

S
0 -

Business Mithematics'for the ,consumer

GUthrie, Seldori, Khmer Edition. Copyright Date 1975'

-a -

Fearon-Pitman \ Cost $5:22

237 -238'

COMMENTS;*
0

Content brief, teatment,:bf

ClakItpr Satisfactory
1"

111USt"cari0A.treigldMal.

*#-* Readhbilit).\.,

Len gth

. .

.Notrvaeionti. QUAlities'.;._None that are abviods'
, s

Includes: Student ylictions°' - Quizies
ci 0 I

.

.

Teacher Comments:'- Consumable text-workbook .'

4

...I N.,

1

4

e

.4 / *\.111,d

'Fair

Satisfactory

Brief.

. 'I' 4

° Teacher''

4
.

r
Tt.

-

C 4,
, 44.

rF 41.

St

4 5 Sit $ 2.
.,

. ri

* * V

.4;

s

484
.11
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ISSOE MATERIALS REPORTINGgORM

COURSE Business Office-

/' UNIT Financial & Recordkeeping
,

. V P4 t "0 4

* iDeli: 4; Applied
0.!
Business Mathematibq:°

* .d .

. . ,

. .

MODULE

TASK

Payroll procedured

Issue paychecks

19791980 Task # 07-02-04"

1980-1981 .Task #.

MATERIALS BEST SUITED FOR:

IndividuaP.Iastruction

Systems

Scho61 Name and Address Mt. Vernon H.S. 'I.'.

Instriictor Irene Schindler .4;.°

Phorie Number 914) 6681680

ISSOE Region

V-TECS Number ,. k

4 ,

HandicappeDescribe)

Group Instrudtion 40ther (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory x 10
. ..

. .

x S'asic x 11 9

Advanced 12

tr.

MATERIALS USED:

x Textbook

. .

'Workbook .

Audio Visual Material (Describe)

1.mulationS/DernonstratiOns -

'Other (Equipment, Supplies,Etc.) .

41,

e $.

" y.

Le

4 II

0

Below Average Performance,

x Average Perfornnc6

Above Average °Performance
a

Other Printed Material,(Describe).

' i

6

.

D .
f,

Authorte),:" K:airbanks ruf SChultheSis 0-$.0 *le jditibh ' ,CopyrightCopyright Irate 1980
,?0,

...-

,.. ..
At . ,CostCost SA. sk ... ,

4
t,4 oo t' . vf ' ,,, :-,,

it41 ' . o: A:

.. . tt.brmt, ,
'0 'Publisher:,; _,. tSourtwa5,

, .,, * r. , - ; "r*".' e ' ..' ,.
..-

., ., Pages'-u*d: , 3.69-37.3-",-

- ' %

COMMENTS,' lonlent Good
.

o ' 3

°

,

Organization Good Y ' '' 6

10:
.

-

''
a* °' Clarity' GOA , °

ReadabilitY ApprqviW"for 10-11
.."". ' lc

Iflirstrations ilt.NtoUslin color , Length Satisfactory °

a

.Motivational Qualities' Plenty -of practicesi tuatiqrts

'16 Includes x' StndeneDirectinns

Teacher COmments:

7'

Quizzek, Teacher' Aids

. 11'" --,;

' I

41

1

.6

0



1 7

S.

r

AlICOURSE Business Office
lair

UNIT Financial & $etordkeepinRSystems°
. .

ISSOE MATERIALS REPORTINGFORM
- 7

Satiool Name and :Address'

,

MODULE Payroll procedures

:

TASK. Issue, paychecks
#

..

1979-1980 Task # 07412-04

`1980-1981 Task

MATERIALS 'BEST SU1TED,FOR:'

Individual Instruction

X, Group Instruction

1

.INSTRUCTIONALIEVEL(S):

Introductory

x Basic

Advanced

MATERIALSUSED:,

6 4

Mt.,Vernon .S.

4

Iriserdctor Irene Schindler

.

Phone'- Number (914) 668-6580

ISSOE Region 3S

-TECS Number

Handicapped-.(Describe)

Other, (Describe)

GRADE:

x 10

- 12

x Textbook x Workbook

Audio Visual Mate'rial (Describe)-

, 'Simulations /Demonstrations

ABILITY:

x,

4

Below Average Pgrformance

Average Performance

Above Average Performance

Other Printed Miterial (Describe)
10.

Qo \
Othq (Equipment, Stipplies,Otc.) It:

e 4

Title: Business Mathematics

Authoris):' Rosenberg. Lewis. Poe Edition g Copyright Date 1975

Publisher: AreggiMcGraw'Hill. Cost Text, -$9 24 .

t Wi:Abook: $3.84,

*.

\
1

.Pages

-tOMME

ed: pp. 57-69J

Content , Good

'Clarity Good
r 0-

Illustrations Satisfactory Length

,Motivationgl Qualities Lost of reinforcement

Orgadization rond

Readability,. Good for 10 -11

4propriate'

Includes:. x 'Student Directions

s

4eacher Cdmments:

"'a

x Quizzes x Teacher Aids

A

T

° 91



1 COURSE Business Office

e .

ISSOE. MATERIALS REPORTING FORM

.UNIT Financial & Recordkeeping Systems

MODULE Payroll.procedures

"TASK Issue paychecks

1979-1980 Task # 07-02-04

1980-1981 Task #'

MATERIALS BEST SUITED FOR:

Ihdividual Instruction

Group
Instrucqon

INSTRUCTIONAL LEVEL(S):

IntrbSuctoty,

Basic

Advanced

MATERIALS USED:

r

. 1

)

School Name and Address Mt. Vernon H.S.

Instructor
a

Phone Number (914) 668-6580

Irene Schindler

ISSOE Region 3S

V-4rEeS_Number

Elandiczpped (Describe) 4

Other (Describe)

GRADE: \ ABILITY:

10 Below Average Performance

11 Average Performance

12 Above Average Performance

Texthook Workbook Other Printed Material-(Describe)

Audio Visual Material(Describe) J.

Simulations/Demontrations

Other (Equipment, Supplies, Etc.)

Title:

Author(s):

Publisher,:

BuO.ness Mathematics for the Consumer

Guthrie, Selden; Kamer

Fearoll-Pitman

Edition 2nd' Copyright Date 1975

Pages used:

COMMENTS: Content/

Clarity

Illustrations°

Motivational (glandes

A

Cost $5.22

;Ohanization

Readability

Length

Includes: 'Student Directions Quizzes Teacher Aibs

Teacher Cbmments: There is some coverage of payroll procedures for withholding taxes,

4

social security, etc...buP I don't see anything on actural issuing of

paychecks.

92



.6MAINIMIn

Business Office

ISSOE MATERIALS REPORTING'FORM

School Maine and Address Mt. Vernon H.S.

UNIT. Financial & RacorAkeeping Systems\

Banking procedures Instryctor Irene Schindler

. TASK Maintain checking account records Phone Number (914) 668-6580

1979-1980 Task 1) 07-03-01 ISSOE Region 3S
sr

'1980-T1981 Task #,

MATERIALS BEST SUITED FOR:

V -TECS Number

, Individual Instruction Handicapped (Describe).
)

x, Group Instrpction
.

Other (Describe)' `..-Ni

'INSTRUCTIONAL LEVEL(S): GRADE: ABILITY: ..1

,
Introductory --.x..-.

10 Below Average_Performance

N Avera0 Performance ('x basic x 11

Advanced 12 * .. Abok'e Average Performlance', .,

MATERIALS USED:' \
.

i

x Textbook 'x WorkbOok -Ot er Printed Material (describe).

II) Audio VisuarMsteri4 (Describe') -4

4('
' SimulAions/Demonstrations

Other. (Equipment, Supplies, Etc.)
6

- Title: Busiyess Mathematics

'AUthor(s): Rosenberg, Lewis, Poe `Wition 8( Copyright Date 1975

Publisher:" .GreWMcGraw Hill . Cost Textbook: S9.24

Pages used: 79-83 : Workbook: $3.84

COMMENTS: ConedtGoOd Organization .Good .

Clarity Good * Readability : Appropriate for 10-11

--)e

Illustratiops Satisfactory Length. Satisfactory
.

Motivationa Qualities. I

Aclupes: x. Directions

. ,

eacher,Comments:

ti

x Quizzes x Teacher Aids

*

I
.

S

IP

j.

.93
99_ 1.

ti



. a

COURSE Business Office

r,
ISSOE mATERIALS"EEPORTING FORM

UNITFinIncial & Recordkeeping Systems

MODULE Banking Procedures

TASK Maintain Checking Acount Records.

1979-1980 Tasky1 07-01-01

1980-1981.; ;Task # f,)

MATERIALS BEST SUITED FOR:

Individual Instruction

X rO,.oup Instruction.

INSTRUCTIONAL LEVEL(S):

X' Introductory

X Basic

Advanced

MATERIALS USED:

X TAtbuok

Audio Visual

or

School Name and Address

t

Rushford Central School

Instructor Jane Hill'

Rhone Number (716) 437-2217

ISSOE Region 13

V-TECS N6mber

Handicapped (Describe)

Other (Describe)

GRADE: ABILITY:

10 X 'Below Averape Performance

X 11

In Press'
X Workbobk

Material '(Describe)

Simulations/Demonstrations

X Average Performance'

Above Average Performance

Other Printed Material (Describe) Tests 'available
(In' Press)

Other (Equipme?1t, Supplies; Etc'.)

Practical Recordkeeping Course I

Author(s):

Publisher:

Pages used:

Baron. Steinfeld,

Southwestern.

Schulthers Edition 5th Copyright Date

Cost 09.60 (1981 price),

COMMENTS: Content

Clarity

Illustrations

Motivational Qualities

Includes: X Student Directions

Teacher Comments:

opt

Organization .

Readability

Length

X Quii;es X Teacher Aids

/

. ,

tl

94 1 00



COURSE

'rill Financial & Recordkeepine Systems

Office

ISSOE,MATERIALS REPORTING FORM

MODULE Banking Procedures,

TASK Maintain Checking Account Reco/-d

1079-1980 Task,ll 07-03-01
. 7-

/
y .

1980-1981 Task #

MATERIALS BEST. SUITED FOR

Individual Instruction

X group Instructionei

INSTRU NAL LEVEL(S): GRADE:

X In roductory X 10

X B ic' 11

Ad red
or

X 12

.

School Name and Address Rtishford Central Sphool

Instructor

Y

Jane Hill

Phone Number

ISSOE Region

(71).437-2217 -

V -TECS Number

.

Handicapped' (Describe)

Other (Describe)

MATEP,I USED:

X Tex

Audi

I

book X Workbook

Visual Material (Describe)

Simulations/Demonstration

Other{ (Equipment,'Sbppli

Title': Gen ral Recordkee

Author(s):

t

ABILITY:

X Below Average Performance

X Averge Per4rmance

Above Average Performance

Other Printed Material ,( Describe)' Source
Tests.

Transparencies available

Bbbk and.

Huffman 4 Stewart

Publisher: Gregg

544Pages used:

3ih Editiotl 1981

Edition 7th Couright'Date 1976

Cost $10.47 text (tent.)'

COMMENTS: *tent Organization Easy-to-follow foriat

Clarity r Readability

Illustrations, LengthLarge-sized

Motivational Qualities.

Includes: X §tudent Directions X Teacher Aids

Teacher Comment
\ 6 ,

XI-Quizzes
.

-.`17-.

95. 101



I.

COURSE Business Office

ISSOE MATERIALS REPORTING FORM

School Name and Address Rushford Central SchOol

UNIT FinAncial & Recordkeeping Systems

MODULE Banking Procedures 4'

. TASK Maintain Checking Account 'Records

' 1979-1980 Task # 07-03-01

1980-1981 Task #

MATERIALS BEST SUITED-FOR:

X Individual Instruction Handicapped (Describe)

Group Instruction o. Other ( Describe)

Instructor

Phone Number

ISSOE Region

Jane Hill

(710:4,3772217

13

V -TECS Number

INSTRUCTIONAL LEVEL(S):

X Introductory

X Basic

Adyanced

MATERIALS USED:

or

GRADE:

X 10

X 11

X 12

ABILITY:

X Below Average PerfOrmance

X Average Performance

Above Average Performance

.4/

Textbook X Workbook Other Printed Material (Describe)

Audio Visual Material (1)$scribe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title:, Clerical Rec9rdkeeping Practice Ilet"

Author(s): Baggett Edition 5th 'Copyright Date In Press

Publisher: Southwestein 'Cost .

Pages used:

COMMENTS: Content, Organization

Clarity Readability

Illustrations Length

Motivational Qualities

Includes: Student Directions Quizzes-

,

Teacher Comments:

Teacher Aids

I

9



1

ISSOE MATERIALS REPORTING FORM
A v

COURSE Business Office School Name and Address Rushford Central School

UNIT Finoncial & Recordkeeping Systems

MODULE Banking Procedures Instructor Jane Hill -

TASK Maintain Checking Account 'Records

'' 1979-1980 Task # 07-03-01

1980-1981 Task #

MATERIALS BEST SUITED FOR:

X Individual Instruction

Group Ifistruction

Phone Number

ISSOE Region

(71.6);4.377,22l7

13

V -TECS Number

Handicapped (Describe)

o. Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

X Introductory X 10

X Basic
or

X 11

Adyanced )( 12,

MATERIALS USED:

. Textbook x Workbook Other Printed Material (Describe)

Audio Visual Material (D.,scribe)
_

ABILITY:

4 X Below Average Per!ormance

X Average Performance

Above Average Performance

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title:, Clerical Rec9rdkeeping Practice eeti

Author(s): RaRgett Edition 5th Copyright Date In Press
.

Publisher: Southwestern 'Cost .

Pages used:

COMMENTS: Content, Organization

Clarity Readability

N, Illustrations Length

Motivation'al Qualities
_

Includes: Student Directions Quizzes-
-

A

Teacher Comments: .

Teacher Aids

97,



COURSE

4

Business Office

ISSOE MAkERIALS REPORTING FORM

UNIT Flhancial & Recordkeeping Systems

MODULE Banking Procedures

TASK Maintain Checking Account Records

1979-1980 Task #. 07-03-01

'1980-1981 Task #

MATERIALS BESTSUITp FOR:

Individual Instruction

X Group Instruction-

INSTRUCTIONAL LEVEL(S):

X Introductory

Basic

Adl.faaced

MATERIALS USED:

'" Textbook Workbook 1--,_ Other Printed Material (Describe)
.,,

.

x Audio Vi al Material (Describe) film 22 minutes

Simulati ns/Demodstrations

School Name and Address Rushford Central School

Instructor

Phone Number

Jane Hill

(716) 437 -2217

ISSOE Region 13

V-TECS Number'

Handicapped (Describe)

-Other (Describe)

GRADE:

10Y E

7
11

12

X 9

or

ABILITY)

X Below Average Performance

X Average Performance

Above Average Performance

Other (Equipment, Supplies, Etc.) \

Title: Consumer EconO;nics: Banking

Author(s): Churchill Films

Publisher: Allegany Co. BaES

Pages used:

COMMENTS:

catalog #.894

Edition Copyright Date'

Cost

Content

Clarity

Illustratio s

Motivati

Incl es:

Teacher Comments:

OrgarlIZation

Readability

Length 22 min:

al-Qualities

Student Dkrecti-ons Quizzes Teachers Aids

Humorous - Presented more on a junior high level --grades 7-9

(possibly 10th grade).

`t.



ISSOE MATERIALS REPORTING FORM
0 .

COURSE Business Office

UNIT Financial & Recordkeeping Systek

MODULE 134nking Procedures

School Name and Address Rushford Central School

'Instructor Jan Hill

0

TASK Maintain Checking Account Records- 114e Number (716) '437k-2217

f979-1980 Task/407-03-01 ISSOE Region 13

1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:
,

Individual tinstruction Handicapped (Describe) -

-----xt, Gioup Ins (ruction Other (Describe) ,

INSTRUCTIONAL LEVEL(S): GRADE: \ ABILITY: .

x Introductoryf x 10 x Below Average Performance . .

4

Basit _ 11 X Average Performance -

.. 4 ,

AAnCed . 12
..

'Above Average Performance
. J .

MATERIALS USED: .

Textbook Workbbok' , . Other'printed Material (Des'cribe)

X Audio Visual MaterrailDescribe)fiim. 15 minutes

.Simulations /Demonstrations '

Other (Equipment, S,upplies, Etc.)

Title: 'Banks: The Money Movers

Author(s).:, BFA Educational Media EdIctiOn Copyeight Date

Publisher: (Allegan] Co. BOCES 'catalog # 1179) Cost

p Pages used:
10-

COMMENTS: Content Organization

Clarity Readability

Illustrations Length* 15 min.

Motivational Qualities

Includes: Student Directions Quizzes Teacher bids

Teacher Comments:
rr

amorous. Contemporar satire on Dicken's character. Scrooge.
44'
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-f5S01 MATERIALS REPORTING FORM

COURSE Business Office

UNIT Financial. St Recordkeeping Systems-

MODULE Banking Procedures

'TASK Maintain Checking Account Records

I

1979-1980 Task # 0 -03-:(4

1980-1981 Task #

MATERIALS BEST3SUITEDFOR:'

Individual Instruction

X Group InstrUction

INSTRUCTIONAL LEVEL(S):

Introductory

X Baiic

X 'Advanted

A

School Name and AddrtssRushford Central School

'

Instruc tor Jane Hill

Phone Number (710' 437-2217

ISSOE Region
.

V -TECS Number

Handicapped (Describe)

410

Other (Describe)

ABILI` X!

)eBeloinverage Performance

X Average Performance

X Above Average Performance

GRADE:

X 10

X 11

X 12

. MATERIALS USED:
I

Textbook WorkboOk Other Printq.Naterial (Describe)

Audio Visual Material., ibe)

x Simulations/De trati field trip

'Other (Equipment, Supplies, Etc.)

1..

a

4

Author(s): Contact local commercial bank

Publisher:

Edition Copyright Date

Cost .

Pages'dsed:"

COMMENTS: Coiltent Organiz4tiOn

'Clarity Readability

Illustrations Length

Motivational Qualities.

Includes: Student Directions Qu1zzes Teacher Aids

.Teacher Comments: AI

4

100 1 06
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ISSOE MATERIALS REPORTING FORM
. .

COURSE, Business Office School Name and

UNIT Financial & Recordkeeping Systems

MODULal Banking Procedures

TASK Maintain CheckingAccount Records

1979-1980 Task # 07-03-01

1980 -1981 Task #

MATERIALS BEST SUITED FOR':

Address Rushford Central School

Instructor Jane Hill

Phone Number (710'437-2217

ISSOB Region

V-TECS Number

13

Individual Instruction Handicapped. (Describe)

X Group Instruction Other.CDescribe)

INSTRUCTIONAL
. - A
LEVEL(S): GRADE: ABILIT17:

X Intrqductory r X 10 X BeloW Avetage PerfoimanCe N

X Basic,' a X 11 1, X Average Performance

X ./.11Avaned X 12 X Above Average Performa'nee
-7-7

MATERIALS USED: 4I

. .,.._:Textbook Workbook Other Printed Material (Describe)
.

.

Audio Visual Material (Describe)

Simulations/Demonstrations

x, Other (Equipment, SUpplies, Etc:
)'Bulletin board disply of different checking atcouht

,cTit le

Author(s): Edition Copyright Date

Publisher: Cost

records, a bank statement, and a reconciliation that has been

completed

Pages used:

COMMENTS:. Content Organization

. 'Clarity 4
Readability

Illustrations Length

a

'p

Motivational Qualities

Includps: Student Directions Quizzes Teacher Aids

Teacher' Comments :

-t
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ISSOE MATERIALS4REPORTING FORM

COURSE Business Office

UNIT Financjal 6 -Recordkeeping

MODULE Banking Procedures

(

Systems

TASK Maintain Checking Account Records

1979-1980 Taskfl 07-03-01

/'
19801-1981-Taik #

'MATERIALS BEST SUITED FOR:

IndividurInstruCtion

x Group InstruCtion

INSTRUCTIONAL LEVEL(S):

et X Introductory

Basic

Advance

MATERIALS USED:

X Textbook

Audio Visual Material (Describe)

School Name and Address Pioneer High School

'Instructor

Phone"Number

ISSOE Region

Remy-Orffeo

(716) 492-4600

13

K V -TECS Number

Handicapped (Describe)

Other (Describe)

GRADE:

x 10

11

12

Workbok g Other

ABILITY:

x,Below Average Performance

Average 'Performance

.'AboiTe Average:Performance

-
Printed,Material.(DeCrIbe) wprksheets

AY

''WOW

Simulations /Demonstrations

Othei (Equipbent, Supplies, Etc.)

Title: Applied Business MathOpatics
a ,

t r
Author(s) : Faitbank, Schulthers. Pipet

Pubfisherr° Southwestern
'

- ,

Editio6 10th Copyright Date

Pages used

COMMENTS:

,i,Unit 1

Content ,cOPd_-

Clarity GOod

1Illustr ions Length
.

I .

Motivat onal Qualifies -'
.

Includes Student Directi. ,ons Quizzes' ,Teacher Aids

9

Cost 12.95

Organizationppor rn some aspects

Readability GOod

st

a

Teacher Comments:

.
I

Use - Identify parts of cheCks, stub reconciliation of bank statement

102 , `-3



ISSOE MATERIALS REPORTING FORM

IIIFOURSE Business lbf fice

1JNI1 % Financial & Recordkefping. Systems

MOULE Banking procedurds

TASK Maintain checking account records

1979-1980 Task # 0743701

1980-1981 Task: #

, MATERIALS BEST SUITED FOR:
1 0

Individual Instruction

Group Instruction

School Name and Address Mt. Vernon H.S.

Instructot Irene Schindler

Phone Number (914) 668-6580

ISSOE Region 3S

V -TECS Nuibei
a

H andicapped (Describe)

Other (Describe)

t

INSTRUCTIONAL LEVEL(S): GRADE: ' ABILITY:

. Introductory x 10. K Below Average'Performance

._--L Basic k 11 AndLAverage Performance

Advanced
. 12 : Above,Average Pexform.ance

-MATERIALS USED:

x-,Textbook Other Printed Material (Describe)

Audio Vi

4SimUl
..t.,

.-"--;Demonstrations
. ,

a
-'*--

N*

-1-

Qther Equipment, `11.1222.1.554tc.)

X Wo book

al (Describe)

141

Title:

Author(s):

Publisher:.

a

General Recoidkeeping

Huffman and Stewart

Gregg/Mcgraw Hill

Pages .used: , pp.

COMMENTS:

4

t

75-81

Edition L7 Copjright Date

Cost $9.57

19'76

.

Content Good Organization .'Good

Clarity Good Readability ApApriate for 10-11

Illustrations Adepuate/Approriate Length

Mgtivational Qualities

Includes: x Student Directions

Teacher Comments:

1

Covers topic adequately

x Quizzes x Teacher Aids %.

e.

A
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C

COURSE. Business Office

ISSOE MATERIALS REPORTING FORM

UNIT Financial & Recordkeeping Systems

ODULE Banking procedures

T SK Maintain checking account records

19'9 -1980 Task # 07-03-01

1981 1981 Task 11-

MATE IALS,BEST SUITED FOR;

ndividual Instruction

G oup Instruction

School Name and Addtess Mt. Vernon H.S.

Instructor Irene Schindler

Phone Number (914)*668-6580

ISSOE Region 3S

V -TECS Number, `

Handicapped (Describe) 0

Other (Describe)

INSTRUCTNAL LEVEL(S): .GRADE:

9 and 10

11

12

Introductory

x Basic

Advanced

MATERIALS USED:

x Textbook

AUdio Visual Material (Desc

Simulations/Demonstrations

Workbook

,1 ABILITY:

$Bkl.ow Average Performance

x Average Performance

Above average Performance

Other Printed Mateliial (Desdribe)

ibe)'

Other (Equipment, Supplies, Etc.)

Author(s):

Publisher:

General Businbss for Today's World

Conover. Wakin; Zimmerman

Allyn :and Bacon

Pages used: pp. 243 -264

Edition Copyright Date

Cost

1977

COMMENTS: Content Complip/Intev.sting Organization Logical S.pps

Clarity Very Good

Illustrations Numerous/Appropriate Length Covers topic adequately

Readability Appropriate for 9-10

Motivational Qualities

Includes: x Student

Teacher Comments:

.

O

O

Attractive/Bagyto follow /plenty of activities

Directions QuizAs Teacher Aids
1

0

104 1 1 0



4'0

ISSOE, MATERIALS REPORTING FORM

OURSE Business Office School Name and Address Mt:'Vernon H.S.
.

UNIT Financial & .rdkeeping Systems'

MODULE Rankin procedures- 'Instructor' Irene Schindler

TASK' MAAntalin c ecking dccolint records Phone Number(914) 668-6580

4
1979-1980 Task # .07-03-01 ISSOE kegion 3S

1980-1981 Task # V-TECS Number

-.,...,,

MATERIALS BEST SUITED FOR:
.,

..

x Individual Instruction Handicapped (Desdribe)
,

..or Group Instruction Other (Describe)4,

INSTRUCTIONAL LEVEL(S): - GRADE: , ABILITY:
7_____,

Introductory x 10 x Below Average Performance
.

x Basic 11
o

Average PerforMance
'..1.-

Advanced ,12 Above Average Performance'

MATERIALS USED:
Text - workbook combination :,/

.Textbook 'x Workbook Other-Printed Material,(Describe)*

Audio Visual Material (Describe)
. ,

. .k

Simulations/Demonstrations
t

Other (Equipment, Suppliest Etc.) ap

f

,,,, Title: Business Mathematics -for the Consumer

jiuthor(s):4, Guthrie, Selden, Kamer Edition. 2nd Copyright Date

Publisher: Fearon-Pitman Cost $5.22

Pages used: 0? 70

COMMENTS: Colitent fair

Clarity Fair

.Organization Satisfactory

Readability Satisfactory for grade 9-10

Illustrations Fete
, .

Length.-Bparse for this particular task

Motivational Qualities none'inNweNticUlar

Includes: Student Dii'ections Quizzes Teacher Aids

.Teacher Comments :, Consumable book

-105



ISSOE MATERIALS REPORTINt FORM

COURSE Business Office

UNIT Financial & Recordkeeiping Systems '

MODULE Banking Procedures

TASK

1979-1980 Task # 07-03-02 9

ReconCiie a hank statement

4980-1981 Task #

MATERIALS BEST SUITED FOR

Individual Instruction

Group Instruction'

SchoolName and Address Pioneer High School

Instructor Remy Orffeo
c ti

Phone Number

ISSOE Region

(716) 492-4600

V-TECS Number

Handicapped--(Describe)

Other (Describe)

o

-13

INS UCTIONAL LEVEL(S): GRADE:

roductoiy x 10

11 .-

12

Basid

Advanced

MATERIALS USED:

X,Tektbook Workbook x Other Printed Material (Descri'be)warksheets

Audio Visuaat4tiel. (Destilbe)

Simulations /Demonstrations

Other, (Equipment, Supplied,''Etc.)
a

ABILITY;

x Below Average PerformanCe

Average Performance

Above Average Performance

I

Title:^Apolied Business Mathematics

Author(s): Fairbank, Schulthers,piper

Publisher: SouthWestern

Edition

Pages used: Unit 1

COMMENTS: Content

Clarity

Illustrations

Good

Gbod

10th Copyright Date

Cost $12.95

Organization poor in some aspects

Readability

Length

Motivational Qualities.

Good

Includes: x Student DirectionA

1/tacher Comments:

Quizzes Teacher Aids

4
41.

r/106 f.<,
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*- 'SSA MATERIALS REPORTING FORM

SOURSE Business .Office t SclhoorName and

UNIT Financial'& Recordkeeping Systems

MODULE . Banking proceduriT

TASK Reconcile a bank statement

1979-1980 Task,# 07-03-02

1980-1981 Task #

Address Mt. Vernon H.S.

InStrUctor:' Irene Schindler

:A Number.(914) 668-6580

f

ISSOE Region

V -TECSNumber

3S

MATERIALS BEST SUITED FOR:
s

IndividualsInstruction Handicapped (Describe)

-x Group Instruction Other (Describe)

INSTRUCTIONAL LATEL(S):,'- .GRADE: ABILITY:

ntroductoy x 10 Average Performance

a;
.6 -

Basic x 11

Advanced 12.

MATERIALS USED:
.

x 'Textbook , x Workbook

x Average Performance

Above Average Performance
"l

' Other Printed Material (Describe),

AudiOjisual Material. (Describe)

SiakaationS/Dmoriserations

Other (Equipment, Supplies,,gtc.)

Title:

Author(s):

Publisher:

Pages used:

COMMENTS:

-General Recordkeeping

131

Huffman and qtewart,

n Gregg/McGraw Hill

Edition '7 'Copyright Date 1976

Cost_ $9.57

Content Complete'

Clarity Excellent

Illus

Moti

'Inclu

r Comments.:

Organization Logical-

.Readability Apprdpriate for 10-11

rations Numerous/aonropria e Length Brief

tional'Qualities Sense of atisfaction when statement balances

es: Student Directions Quizzes Teacher Aids

(
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I'

1979-1980 Task #' 07-03-02

1

4

8'1980-1981 Task # *

.

ISSOE MATERIALS REPORTING FORM

CURSE BuSiries Office SchoOl Name gid AddTes, Mt. Vernon H.S.
r "r.

IT Financfal,J14ecordkeeping Systems

a

/MODULE Banking procedures Instructor Irene Schindler

TASK Reconcile a bank statement

MATER S BEST SUITED FOR:

.91

Phone Number (914) 668-6580

IS§OE Region 3S-,

V=TECS Number'

.
a.

ndividual Instruction Handicapped (Describe)

x GrouP Instruction . Other (Describe) ,

INSTRUCTIONAL LEVEL(S): GRADE:' AtILITI:

Atroductor Y ° x \10 x Below Average Performance

.

-... x Basic' x 11 x Average' Performance I

,

Advanced . 12 AboveJ *rage Performante-

.MATERIALS ,USED

X Textbook x Workbobio Other Printed Material (Describe) ,
t .

Audio Visual Mat'e'riel (Describe) , .

M'imulations /Demonstrations
-

Other (Equipment, Supplies, Etc.)

Title: General Recordkeeping,

Author(v): Huffman and Stewart
--,

Edition 7 ^Copyright Date-1976

Publisher: Gregg- McGraw Hill \ Cost $9:57

Pages used: pp. 83-88

COMMENTS: Content rnmpipt., - Organization . L,gicaf.

Clarity Excellent Readability ipp;01.,rfhtp for 10-11
1-

Illustrations Numerouship n Length . Rrief 1riate

Motivational Qualities ense of satisfaction when statement halanres

Inciudps: x Student' Directions -0c Nuizzes. ....4.Teacher Alas'

Teacher Comments:

)1o8
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ISSOE MATERIALS REPORTING FORM

CURSE Business Office
,,

School Name and Address Mt. Vernon H.S.

UNIT Financiall..Recordkeeping Systems

moDuLg 'Banking procedures InsstrUctor Irene Schindler

TASK441econcile a:bank statement .Phone Number' (914) 668-6580,

1979-1980,Task 1/ 07-03 -02 ISSOE Regiori. 3S

1980-1981 Task #- V-TiCi Number

MATERIALS BEST 'SUITED FOR:

Individual Instruction Handicapped (Describe)

x Group Instruction,. / Other (Describe)

..- . 1
.

INSTRUCTIONAL LEVEL(S): GRApE: ABILITY:

Introductory __x_
/ .

1011, x Below Average Performance

;e

x BasiC -' x li. x,' Average Performance
) i .$

Advanced '12 . , Above,Average Performance
p ,-* . .

..-. ... ' I 10

'>. MATERIALS USED
,

. a .

Materialx
,
,Xexrbook .x WOrkbook , , Other Printed (bescr`ibe)

- 4

0 Audio Visual Material (Des"cribe)

Simulatipns/Demopstrationa.-

Other (Equipment, Supplies, Etc.)

Title:

Notvailableyet7--supposel to be off the press

Practical Recotdkeeping ready for fall of 1981

Author( Baron,Stelnfeld,Schu14.-besis Edition

Publishe : $outhwes?ern

'Cqpyritt Date 1980

Cost,

Pages used:

LMMENTS: Content Organization

Clarity = Readability

Illustrations Length

'Motivational (154itles

Includes: Student Directions Quizzes Teacher Aids

Teacher Comments:

,/-

109
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COURSE

.

BUsiness

re

::,. . ISSOE .MATERIALS REPORTING FORM I. -

i /
(Ix .

,

Office, ISchool Name and Address Rushton!' Central School

.,.
UNIT Financial & Recordkeeping SyStems

P. ,-----

MODULE Banking ProCedures , Instructor Jane Hill

TASK Reconcilea43ank statement

1979 - 1980 Task /_
07-03-02

Phone Number- (716) 437 -2217

ISSOE Region 13

1980-1981 Task # V-TECS Nu btr'

MATERIALS BEST SUITED FOR:

Individual Instruction' Handicapped (De cribe)

X Group'Instruction Othet.(Describe)

V

INSTRUCTIONAL LEVEL(S): GRADE: 'ABILITY:

X Introductory X 10 X Below Averaget Performance

X Basic X 11 X Average. Performance

Advanced X 12 Above Average Performance

MATERIALS USED: ,..".',

; .
In Press

TexthoOk X Workbook Other Printed Maierial (Describe) Tests available
.. %, t

Audio Visual Material (Describe)
Spring 1981

Simulations/Demonstrations p

Other (Equipment, Supplies, Etc.)

\

\ -

Title: ractical'Record Keeping Course I 4',

.

.Auhlor(s): Baron, Steinfeld, ShultheiS Edition 5tf,'-Cop);right Date

Publisher:- 'Southwestern ... Cost-$9,60 (1981 catalo )
..-

,
r

Pages used: r

COMMENTS: Content Organization

Clarity, Readability
f \

Illustrations "0"%ength' I.
-,.... 1

Motivational Quatities.'

Includes:' Student Directions X Quizzes reacher Aids

Teacher Comments:

4



°

4

ISSOE MATERIALS REPORTING FORM

4IIICOURSE Business Office SchoolName and Address Rushford-Central School

-UNIT Financial & Recordkeeping Systems

1/4 ,MODULE Bankihg Procedures Iribtructor Jane gill

Reconcile a bank statement Phone\Number (716) 437-2217

1979-1980 Task II 07-03-02 ISSOE Region 13

1980-1981 Task # ' V-TECS Number'

MATERIALS. BEST SUITED FOR:

x Individual Instruction Handicapped (Describe).

X Group I truotion 1 Other (Descsibe) A

/ 1

INSTRUCTIONAL
,

LEVEL(S): GRADE: - ABILITY:

X Introductory X 10 X Below Average Performance

' X Basic .)( 11 ,.
X Ayerage Performance °

.
$

' 'Advanced . X 12 c Abckve Average 'performance.

.

MATERIALS USED: . i
4.4

4

. ,..... -

X Textbook X Workbook Other,Printed Material (Describe) Source book and
tests,

Audio Visual Material (Describe) TranspaienCidS available
f ,

';'SimulationsiDemonstratrons
.

ar

Other (Equipment, ,Supplies, Etc.) . . ,

- r

..

40,,T. --- .;.,-,:

TitApt General. Record' Keeping
.

' (" : 8-th Ed. "' ,. 1981

k ' ..

Author(s): .Huffman & Stewart
. )

Edition 761.0 Copyright Date 1976
% 4.

illv

Cost $10.47 text (tent.), .

Publisher: Gregg
; '-

Pages used: 544 ''

COMMENTS: .Gmetent
.

Organiiation Easy-to-follow
_

Clarity Readability
r-

Illustrtions Plenty, large- Length 4 y

,Motivational Qualities -
iv

InclUdes: x Student Directions x Quizzes x Teacher Aids

'.

Teacher Comments:

v .
.

1/4 ''.

.

row ill 4 'i /4. 1 (
... ;

.
./ , k 1.

"-"":*



r.

COURSE Business Office

UNIT Financial & Recordkeeping Systems.
) :

'.

; '

Instructor ,J ne Hill
. . , w ;,..?....

(7f6)444.4,2217-

. .
-

ISSOE MATERIALS146PORTJNG FORM - ''',.-" ,

1
,

,.

School Name and Addresi,Rdshford°CentrAl Sthool
.

MODULE Banking Procedures

TASK 'Reconcile a bank.statemtnt

1979-1980 Task 41 07-03-02

1986.-1981 Task #

MATERIALS BEST SUITED FOR:

X Individual Instruction.

Phone Number

ISSOE Region 13

V -TECS Number

Handicapped (Describe) L
/,

Group Ins a tion Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:.

X .Introductory X 10 -

X Basic
r

X 11

Advanced X 12

USED:\MATERIALS S

Textbook

ABILITY: :L0.-A.-'" - -

Belovi Average Performanke °

X Average Performance
-

Above Average Performance'

4-
,Workbook Other .1.inted Material,(Descrin

- Audio Visual Material (Describe)

X Simulations/Demonstrap.Ons

Other (Equipment, Supplies, Etc.)

A
Secux ty'First Wank. A Banking Customer Umulation

Author(s): S ent & Ward Edition Copyright Date 1980
be

Publisher: Sout weStern i Cost '13.96 (19131)

'Pagea qOed: -60 PP.'

CONMENT;:tent Organization.

' Clarity
* .

Readability

/11u4tiations Plenty Length

Mana71nal Qualities.

Includes: x ,Student Directions Quizzes K Teacher Aids

.

l'acher Comments:

*/

*

?.:"` -
4

.112-
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,
/ ISSOE MATERIALS

COURSE -Business Office 7
REPORTING FORM

School Name and ,Address
-
Add

'

Rushford Central School

uNITFinancial'& Recordkeep*ASystems

,,,

71 4

1

MODULE Banking Procedures InstructoY Jane Hill'f'

TASK Reconcile a bank statement Phone,Number (716) 437-2217

1979 -19$0 ,Task # '07-03-02 ISSOE Region 13

1980-1981 Task if -79 Number

,
MATERIALS BEST SUITED_FOR:

X Individual Instruction Handicapped (DeSdribe)

'Grotif. Instruction -Other (Describe)

/
INSTRUCTIONAL LEVEL(S): 'GRADE: -ABILITY:

ii

Introductory x 10 .\ Below Average Performance
te

s A

X Basic ......x__ 11

*
.

_Average Performance--X
Advanced X 12 Above Average. Performance.

---- ,
%I. .

MATERIALS USED: ,, <1

Textbook X' Workble ()thing..Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

()tiler (Equipment, Supplies, Etc.)

.
.

Title: Clerical Recorcyeeping Pradtice Set

Author(s): Baggett Edition 5th Cbpiright Date

Publisher: Southwestern Cost

Pages used: W
A s k

COMMENTS:' Content Organization

Clarity Readability

Illustrations 1,ength

Motivational Qualities

Includes: Student. Directions

Teacher Commedts:

V

.4

QuizzeS,- Teacher Aids

. 113

A



% ISSOE MATERIALS REPORTING FORM

COURSE Business Office,
41K

UNIT Financial & Recordkeeping Systems

School Name and Address Rushford OentralA,School

1

Instructo Jane HillMODULE Barrking Procedbres .

TASK Reconcile a bank statement .

Phone Number O1'645437-2217

''ISSOE Region 13 '

%
.1979-1980 Task # 07-03-02

1980-1981 Task/4 V-TECS Number

MATERIALS BeST'SUITED FOR:

Individual Instiuction Handicapped (Describe)

X Group Instruction ___,Zher (Describe) '

INSTRUCTIONAL LEVEL(S): 'GRADE:- . ABILITY:
1".

Introductory# x- 10 or 9 X Below Average Performance

t
Basic-- 11 X Average Performance

Advanced 12 Above Av erage Performance

MATERIALS USED: . -
. 4

Textbook Workbook ' Other inted Material (Describe)
\

Pr
..,

: X Audio Visual" Ma"eerial'(Describe) film, 22 minutA qr

'Stmulatiods/Demoristrations e

Other-(Equipment, Supplies, Etc.)
i

Titles' Consumer Economics: `Banking

AUthor(s): Churchiliyilms Edetion' Copyright Date
. .

"
..'

--ublisher: Allegat Co. BOCES
At6 1

Cost

, Pages used:catalog 1/1191 / .

,- .

COMMENTS: Content m. Organization
- -,

Clarity Readability

,Illustrations Length

Motivational Qualities
>,

Includes: Student\Directions Quizzes

a
Teacher Comments:

T.4eler Aids

,114

,120



ISSOE MATERIALS REPORTING FORM '

COURSE Business Office

UNIT ,Financial & ecordkeeping Systems

MODULE Banking PrCedures

;,T4Sg Reconcile a-bank statement

* 1979-1980 Task V' 07-03-02

A.

School Name'and, Address Rushfora C ntral School,

Instructor

.

Phone Number

Jane H4.11

(716) 437-2217

ISSOE Region 13

1980-1981 Task # V-TECS Number '

, f '

AATERIALS BEST SUITED FOR:

Individual. Instruction . Hgndicapped (DesCrille

P
,:.

L.,

Group Instruction Other (DesCribe) - .,

e

. INSTRUCTIONAL LEVEL(S): GRADE: ': ABILITY:
Z.

1
!'!

Introductory 10 Below Average Performance
.

Basic 11 Average Performance,

Advanced vs'
4^ 12 Above AverageTerformahce

4 i''' ' ._

c:4. MATERIALS USED:. e
: --

TextbOOk Workbook . Other Printed Material (Describe)-,

, X Audio Visual Material (DesCribe) film, 15 minutes
r

Simulations/Demonstrations .
. .

-;

Other (Equipment, Supplies, Etc:)

S. .

Title: Banks: The Money Movers
.

,

m.
.Author(q): BFA Educational Media_ Edition Copyright Date

1--
,

Publisher:
Allegany Co. BOCES .... Cost -

Pages used catalog #1179 .

COMMENTS: Content OrganiZation

Clarity Readability

Illustrations. Length',

Motivational Qualities

Includes:' 4. Siudent Directions Quizzes

/

Teacher Comments: Not as 'fihnlic4ble to this task as some other tasks in thfs module..

f
Teacher Aids

115

07



4.
COURSE Business Office

ISSOE MATERIALS REPORTING FORM

UNIT Financial & Recqrdkeeping Systems

MODULE :Banking Procedures , '

Reconcile a bank statement*7AaK

l979-1980'Taslc.

1980-1981_,Task

MATERIALS BEST SOItED'FOR:

Individual' Instruction

X' Group Instruction

INSTRUCTIONAL LEVEL(S):

Introductary

X' Basic

X Advanced

MATERIALS USED:'

/". Textbook

,

School Name and,AddressRus_bford. Celitral School

Ihstructar Jane Hill

Phepne Number

ISSOE Region

(716) 43.7-22l7_

13

V-TECS Number

Handicapped' (Describe)

Other (Describe)

GRADE:

X 10

X 11 '

X 12

workbook,

AetITY:
X Beldw Average Per(ormance

X Aver4e'Terformaace

X Above Average Performance

Other Printed Material (Describe)

Audio Visual,Material (Describe,

X Simulations/Demonstrations field trip and/or resource

- Other (Equipment, Supplies, Etc.)

Title:

Auth9r(s)(Contact local commercial bank Edit n Copyright Date

Puplisher: Cost
-

Pages used:

CQMMENTS: Content / Organization

Clarity Readability .

Illustrations Length

Motivational Qualities

Includes: _Student Directions

Teacher Comments:

Quizzes Teacher Aids

, of

fi-
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COURSE Business.Office

UNIT Financial & Reaordkecping Systems

MOD= Banking) rocedures

ISSOE MATERIALS REPORTING FORM 09

SchoOl Name and Address Rushford Central School.

Instructor, Jane Hill

TASK Reconcile albank statement Phone Number (716) 437-2217

1979-1980 Task # O7=03-02 ISSOE Region 13

1980-1981 Task I V-TECS Number

MATERIALS BEST:..SUITED FOR:

Individual Instruction

X Group Instruction

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

X Introductory X 10 ._ x Below Average Performance

X Basic X 11 X Average Perforiance

X Advanced X 12 X AboVe Average Performance

t .

MATERIALS USED:
-

' Textbook Workbook Other Printed Material (Describe)

IIIAudio-Visual Material (Describe)

Simulations/Demon3strations
- .

X Other (Equipment, Supplies,_Etc.) Bulletin board display of different rhPrking arounr
records, a bank statement, and a reconciliation that has been completed

Title:

Author(s)1.

Publisher:

Edition -6,15pyright Date

Cost

Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations Length 1

Motivational Qualities'

- Includes: Student Directions Quizzes Teacher Aids

4Teacfler Comments:

)

*
117
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2. --

ISSOEMATERIALS REPORTING FORM

COURSE. Business Office School Name and Address Pioneer High School

UNIT Financial & Recordkeeping Systems

MODULE Inventory Instructor' George Pryor

/

TASK Maintain a perpetual stock inventory Phone,Npmber (716) 492-4600

1979-1980 Task # 07-04-01 ISSOE Region 13

1980-1981 Task # V -TECS Number

MATERIALS BEST SUITED FOR:

'x Indivlidual I truction HandicApped (Desorrfbe)

Group Instruction Other (Describe)

INSTRUCTIONAL.ILEVEL(S): GRADE: ABILITY:

Introductory 1.0 Below Average Performance

x Basic x 11 x %Average Performance

x Advanced x 12 AboVe Average Performance:'

MATERIALS USED:

Textbook X Workbook

Audio Visual Material (Describe)

r

Other Printed Material (Describe)

Simulations/Demonstiations

Other (Equipment, Supplies, Etc.)

Title: Typewriting Office Practice Set

Author(s): Edition 6th CoOytight Date

Publisher: Southwestern 'Cost

Pages used:

COMMENTS: Content Organization

Clarity Readability

'or Illustrations

Motivational QUalities

Length °

Includes: /c Student Directions A Quizzes /c Teacher Aids

Teacher Commepts: Use - practical applications

118 124
,
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COURSE Business Office

ISSOE MATERIALS TOM2RTING FORM

School Nime:and Address Pioneer High School

UNIT Financial & Recordkeeping Systems

MODULE Inventory Instructor GeorgePryor

TASK Maintain a perpetu41 stock inventorytPhone Dumber (716) 492-4600

1979-1980 Task # 07 -04 -01 ISSOE Region 13

'19801981 Task #

MATERIALS BEST SUITED FOR:

'x Individual Instruction

Group Instruction'

INSTRUCTIONAL leEVEL(S):

Introductory

Basic

x Advanced

MATERIALS USED:

Textbook x Workbook Other printed Material (Describe)

Audio Visual Material (Describe)

V -TECS Number

Handicapped ('Describe)

Other (Describe

GRADE?

10

x 11

x 12

r

0

ABILITY:

Below Average Perfdrmance

x Average Performance

Above Average Performance

X Simulations/Demonstrations include transparencies (T802)

Other'(Equipment, Supplies, Etc.')

Title: LAB Material, Cycle 3&4

Author(s): Edi .Copyright Date ',/,

Publisher: Southwestern Cost
. . :

Pages used:
.

r
ti ...,;,,

COMMENTS: Content' - Organization
-

Clarity Readab ity

Illustrations Length

I. Motivational Qualities.

Includes: x Student Directions:- Quizzes x Teacher .Aids

-,

Teacher Comments: Used for demonstration & use of material

119
.
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COURSE BUsiness Office

ISSOE MATERIALS..REPORTING FORM:

Th
School Name and Address Mt. Vernon H.S.

UNIT Financial & Recordkeeping Systets
,

,MODULE Inventory Instructor Irene Schindler

TASK Maintain a Orpetual stock inventory Phone Number (914). 668-6580

1979-1980 Task # 07-04-01

1980-1981 Task #

MATERIALS BEST SUITED FOR:

0- 'Indi,;idual Instruction

x .Group Instruction

ISSOE Region 3S

V -TECS Number

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory

x Basic

Advanced

x

10

11

12

MATERIALS USED:

x Textbook x Workbook

Audio Visual Material (Describe)

Simulations/Demonstrations

0

ABILITY:

x Below Average Performance

x Averdie Performance

Above Average Performance

Other Printed Material (Describe)

Other (Equipment, Supplies, Etc.)

Title:

,Author(s):

Publisher:

Pages used:

General Recordkeeping

Huffman ald Stewart

Gregg/McGraw Hill

'pp. 485-488

Edition 7 'Copyright Date 1976

Cost $9.57

COMMENTS: Content Clear & Complete Organization Good

Clarity Good Readability 'Appropriate for 10-11

Illustrations Appropriate, Lengths Brief'

MotivatiOha/ Qualitdes.

Includes:. x Student Directions -X Quiizesr x Teacher Aids

4
Teacher Comments:

t,

a

I
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COURSE BusinessOffiCe-4,,

ISSOE MATERIALS REPORTING FORM

UNIT Financial & Recordkeeping Systems

DULE Inventory

School Name and Address Mt. Vernon H.S.

Instructor Irene Schindler

TASK Maintain a perpetual stock,inventor Thone Number '(914) 668-6580-

1979-1980 Task U 07 -04 -01

1980-1981 Task ir

ISSOE'Region 3S

V:TTECS Number

MATERIALS BEST SPITED FOR:

Individual Instrtictiln Handicapped,(Describe)

A

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory x 10 x Below Average Performance

x Basic x 11 x Average Performance

Advanced 1 12' Above Average Performance,

MATERIALS USED

.Textbook x Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

c

Other (Equipment, Supplies, Etc.)

Title: General Recordkeeping

Author(s): Huffman and Stewart Edition 7 Copyright Date 1976

Publisher: Gregg/MqGLw Hill Cost $9,57

Pages used: 251.253

COMMENTS: Content Good. .Organization Good
.

,
.

Clarity Satisfactory Readability Amirnpriato to 10-11

Illustrations- Numerous/in color Length saTigfnptory

Motivhtional Qualities.

Includes: Student Directions Quizzes Teacher Aids

Teacher Comment's:

4*

121

127'

-11

0



COURSE. Business Office

ISSOg MATERIALS REPORTING FORM

UNIT Financier& Recordkeeping Systems

MODULE Inventory

. .

School Na?0 and 'Address

4

,tit. Vernon H.,S.

Instructor Irene Schindler

'TASK Maintain a perpetual stock inventory PhoneNumber (914) 668-6580

1979-1980 Task 0 07-04-01 .ISSOE Region 3S

198N.1981 Task # V-TECS Numler r

MATERIALS BEST SUITED-FOR:

Individual Instruction

Group Instruction

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: , ABILITY:

IntroIntroductory
10. Below Average Performanceductory

Basic 11 Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:

Textbook Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)
4

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

Title Learning ACtivi6 Packet

Author(s): Edition Copyright Date

Publisher: Cost

Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations 'Lengtli

Motivational Qualities

Includes: Student Directions

Teacher Comments:

_Quizzes Teacher Aids

Ab,



OURSE :usiness Office

'ISSOE MATERIALS REPORTING'FORM

UNI Financial & Recordkeeping Systems

MODULE Inventory

School Name and Address Mt. Vernon H.S.

Instructor Irene Schindler.

TASK' Maintain a perpetual stock invent-or?hone Number (914) 668-6580

1979-1980 Task # 07-04L01 ' ISSOE Region .3S

1980-198 Task # V-TECS Number

MATERIALS ST SUITED FOR:

Indi dual Instruction Handicapped (Describe)'

Group InstructiOn Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic 11

Advanced 12

MATERIALS USED:

ikTextbook ; Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations -

Other (Equipment, Supplies, Etc.)

ABILITY:

Below Average Performance
C.{ d

Average Perfoi-mance

Above'Average Performance

Title: ,Praclical Recordkeeping

Author(s): Baron, Steinfeld, Schulthesis

Publisher: Southwestern

Pages used:

COMMENTS: Content

'1 Clarity

Edition Copyright Date 1980

Cost

-Organization

Illustrations

Readability

Length

Motivational Qualities.

Includes: Student Directions

Teacher Comments:

4

Quizzes Teacher 'Alas

I
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ISSOE MATERIALS REPORTING ,FORM

-r
COURSE Business Office

.

UNIT Financial & Recordkeeping Systems

...MODULE_ Inventory

S"chool'Neme.and- Address
(e,

.,

Mt. Vernon H.S.

Instructor Irene Schindler

'4' TASK Maintain a perpetual stock inventory Phone Number (914) 668-6580

1979-1980 Task # 07-04-01 ISSOE Region 3S

1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)

Groupl Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory x 10 x Below Av7rage Performance

x Basic x 11 x Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:
Text- workbook combination

Textbook Workbook Other Printed Material (Describe)
...

Audio VisUal teriar (Describe)

Simulations /Demonstrations gs-

Other (Equipment, Supplies, Etc.)

Title: Developing Bookkeepinukills

Author(s): Wallace W. Kravitz Edition 1st Copyright Date 1978

Publisher: AMSCO School Publications Cost S5.65

Pages used: 339-351

COMMENTS: Content Satisfact9ry rganization Text- workhnok

Clarity Satisfactory Readability Goodor 10-1

Illustrations- Numetous/all In lack Length .

Motivational Qualities
and ite

Not too attractjve. but doss the job

Includes: Student Dir ctions Quizzes Teacher Aids

Teacher Comments:

°

r
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0

IS80E-RATERIALS REPORTING FORM

COURSE. BuSness,Office

Financial & Recordkeeping Systems

MODULE Inventory
4

I

School Name and Address Rushford Central School

instructor Jane Hill

TASK Maintain a perpetual stock inventory Phone Number (716).3437-2217

1979-1980'Task # 07 -04 -01

v1980-1981 Task #

_LSSOE.Regidn -13

V-TECS Number

MATERIALS BEST SUITED FOk:
.. . .

Ildividual Instruction Handictoped TDe4cabe).

X Grbup Instruction Other,(Describe)

)(dk

q

INSTRUCTIONAL LEVELS): GRADE:

X Introductdry X .10
6

X ,Basic X 11

Advanced X 12

MATERIALS USED:

X Textbook X Workbook

ABILITY:

X Below,Average Performance

X Average Performance.

Above Average Performance

° .

°

Othei'Printed Material (Describe) Source Book

Audio Visual Material,(Describe) Transparencies

Simulations/Demodstrations

available
tests

'PVS'

Other (Equipment, Supplies, Etc.)

Title:
General Reeordkeeping

Author(s):
Huffman% Stewart

Publisher: Gregg

Pages 'used: 544

COMMENTS: Content

4

Edition 7th Copyright Date 1976

Cost $10.47

Clarity .

Illustrations Large-sized

Motivational Qualities'
N

Includes: fx StudentsDriections-

0

Organization., Easy to follow fordat

Readability
#.

Teacher Comments:

Length
6

Quizzes 'X X Teacher Aids

1

125



COURSE Business Officd

0

7SSOE MATERIALS REPORTING FORM

UNIT, Firfancial & Recordkeeping Systems

MODULE Inventory

,TASK Maintain perpetual

1979-1980 Task # 07-04-01

1980-1981 Task #

A'

School Name and Address Rushford Central Schdol

stock inventory,

Instructor .

Phone Number

ISSOE RegiOn

V-7:CS Number

Jane Hill`

(716) 437-2217

13 r a.

MATERIALS BEST SUITED FOR: ....

Individual Instrimfion Aandicapped (Describe)
_ .

.

X. Group instruction' Other'(Descrlbe)

. ..

INSTRUCTIONAL LEVEL(S): A GRADE: ABILITY: ..,

X Introductory X 10 .X Below Average Perfdrmance'
c3'

,i, .
.

X- Basic , X 11 X-Average Performance
a *

Advanced X 12 Above Avgrage.Performance

MATERIALS USED: ., A °In Press
lc Textbook X Woribook, _ Other Printed Material (Describe) Tests.available

..
,Audio Visual Material (Degcribe) .

(in press)

. Simulations /Demonstrations

Other (Equipment, Supplies, Etc.) /

Title: Practical Recordkeeping, ourse

Author(s):
, Baron. Steinf4d, Schulth s s ; Edition 5th 'Copyright Date

Cost $9.60 (1981)4'Publisher:Southwestern

Pages used:

COMMENTS: Contelit
0
Clarity

1

Organization

Readability

Illustrations

Motivational Qualities'

Length

Includes: X Student Direction; X Quizzes

. Teacher. Comments:

.10

X Teacher Aids

t

126
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Irk

COURSE. Business Office

ISSOE MATERIAI., REPORTING FORM

°

UNIT Financial & Recordkeeping Systems

MODULE Inventory

.,,TASK Maintain a

. 1970.4980 T

erpetual stock

k # 07 -04 -01

ti

School Name and Address Rushford Central School

Instructor Jane Hill

inventory Phone Number' (716) 437-2217

1980-198 Task

MATERIALS BEST SUITED FOR:

Iidividual Instiuctioq

Group Instruction .

INSTRUCTIONAL' LEVEL(S);

Int'roductory

X Basic

Advanced ,

t MATERIALS USED:

ISSOE Region 13

V-TECS Number 1

Handicapped (Describe)

Other

- GRADE:

X 10"

X 11

X 12

AbTexthbok Workbook X

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

(Describe)

4

ABILITY:

Below Average Performance

X Average Performance

Above Averagf Performance

. /

Other Printedtjaterial ADescribe)prartica-Rft
A

A,

Title: Business Recordkeeoing.'Practice Set

Author(s): Noble Fritz

Publisher: Gregg

Pages used:

COMMENTS: Content

Clarity

0

Illustrations

c----TMotivational QUalities

Includes: X Student Directio;1S

leacher CommeqtS
This practice set has'hean'Updatedhy_ "Supersoni

:.:
4

.Edition 2nd Copyright Date 1974

1 4 Cost $4.47 t(1981)

Organization

_ Readability

Length

X Quizzes Teach

74,

ReCOrdkeefring Practice Set", Third Ed., Fritz

cost $4.47 (tent.)

Aids

Sounds, A Business

Worth, r.

sf

4127" /133
***
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ISSOE MATERIALS-REPORTING FORM
I

COURSE Business Office .School Name and Address Rushfoed Central School.

UNIT Financial & Recordkeeping System0

MODULE Inventory

TASK Maintain a Perpetua l Stock Invento6

109-1980 Task # 07 -04-01

Instructor Jane

Phone Number (716) 43712217

ISSOE Region 13

1980 -1'981 Task # V-TECS Numb;r

,MATERIALS BEST SUITED FOR:

Individual Instruction' Handicapped (Describe)

x, Group Instruction Other (Describe),

'INSTRUCTIONAL LEVEL(S): zcWE: `ABILITY: . .---'

X XIntroductory. 10 X Below Average Performance

X X --
X

*
Basic 11 A Average Performance

X Advanced X A2
.

.

MATERIALS USED:

Textbook 'Workbook lii, Other"Printed Material (Describe)

Above Average Performance

ti

Audio Visual Materia (Describe)
.. .

.'X Simulations/Demonstrat ons Bulletin hoard display 4-ctrirkrPrnrd
.

..

x Other (Equipment, S plies, Etc.)

..,).

Title: a . ' l' - .

e%.:,- ". . .

Author(4) - : Edition Date a-

IPublish Coster:

Page$,ueed:

011 de 8: -

balances

COMMENTS: Content Orgaiiatiolt

. Clarity Readability.-

Illustratiods Length

Motivational Qualities

Includes:

Teacher Comments:

Student Directions Quizzes Teacher Aids
I%

128
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ISSOE MATERIALS REPORTING: ORN

411/COURSE Business Office

Nrr Financiil & Recordkeeping Systems

MODULE P.Whases & Sales Documents

1MR
TASK Complete a purchase order

-
School Name and Address Pioneer High- School

A

Instructor George Pryor

Phone Number (716) 492-4600

1979-1980 Task # 07.-05:-01 t. ISSOE Region 13

V-TECS Number1980-1981 Task #

MATERIALS BEST SUITED FOE-

X Individual n truction

X Group Instruction

Handicap Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

..
. Basic-, ,__x__..il

i Advanced
,
x 12---

MATERIALS USED:

X Textbook x Workbook Other Printed Material (Detcribe)

\-AUdioyisual Material-(Describe)

ABILITY:

BeloviAverage!erformance

Average Ifformance

" Above Average,Performan e

Simulations/Demonstrationg

Other (Equipment, Supplies, Etc.)

Title:' Century 21 Accounting Advanced Couise.

Author(s): Editiop 2nd J Copyftght Date

Publisher:..Southwestern Cost

Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations Length

* -

Motivational Qualities

Includes:. x Student Directions x Quizzes

Teacher Comments:

x Teacher Aids,
---7

I

129
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`-

ISSOE MATERIALS REPORTING FORM'

0
COURSE Business Office 4
UNIT Financial & RecordAeping Systems

MODULE

,fTASK

1979-1980

Purchases & sales documents.

-4
Complete a purchase order

Task #

1980 -1981 Task #

MATERIALS BEST SUITED FOR:*

Individual Instruction,'

x Group Instruction

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory x 10

Basic x' 11

Advanced 12

School Name and Address Mt. Vernon H.S.

Instructct Irene Schindl r

Phone Number (914) 668-6580

ISSOE Region 3S

V -TECS Number

Handicapped (Describe)

Other (Describe)

MATERIALS USED:

x Textbook Workbook

Audio Visual Material (Describe)

Simulations /Demonstrations

Other (Equipment, Supplies, Etc.)

Title:

Authors):

Publisher:

Pages. used

COMMENTS:

0,
1r

AtCounting 10/12

J.

ABILITY:

Below Average Performance

x Average Performance

Above Average Performance

. Other,Printed Material ( Describe)

ft

Weavg,Hanna,Freeman,Brower,Smiley

crigg/MbGraw JLill

23L;-40

Content

Clarity

65mpletp

Good '

I

faik,

Edition' 3 Copyright Date

Cost $Q ;57

Organi2atiori Gond

1977

Readability Fairly-diffiri

' IllustrationsNumerous/effective use Length

Motivitional Qualities
of color

Includes: Student Directions

Teacher Comments:

Satiafart(1

Quizzes Teacher Aids

e

fi
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ISSOE MATERIALS REPORTING FORM

COURSE' Business Office -

UNIT Financial & Recordkeeping Systems

MODULE Purchases & i'ales Documents

TASK Complete a purchase order

School Name and Address Pioneer High School

I

...4tAstructor George Pryor'

Phone Number (716) 492-4600

1979-1980 Task # 07-05-01 ISSOE Region 13

1980-1981 Task V- TECS.Number

MATERIALS BEST SUITED FOR:

x Individual Instruction

Group Instruction

"Handicapped (Describe)

Other (Describe)

4

INSTRUCTIONAL LEVEL(S): GRADE: ° ABILITY:

..Introductory ao Below Average Performance

Basic -4--. 11 x Average Performance

x 12 Above Average PerformanceX Ad-TA-need

MATERIALS US

41111-

"s1

Textbook Workbook

Audio Visual Material (Describe)...

Si;:ulations/Demonstrations

Other (Equimeht, Supplies, Etc.)

Othgi Printed Material (Describe)

.

Title: Typewriting. Office Practice Set

Author(s): Edition 6th Copyright Date
. .

Publisher: Southwestern Can
6

.Pages used:.

COMMENTS: Content Organization

Clarity Readability

Illustrations- Length

Motivational Qualities

Includes: x Student Directions Quizzes, x Teacher Aids

Teacher Comments*.

131
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ISSOE MATERIALS REPORTING FORM

COURSE. Business Office

UNIT Financial & Recordkeepin& Systems

MODULE Purehaes and sales docuMents

TASK Complete a purchase order

2,1979-1980 Tasl. # 07+05-01

Schoot'Name and Address Mt. Vetnon H.S.

Instructor Irene Schindler,

Phone Number (914) 668-6580

ISSOE Region 3S

1980-1981 Task # V-TECS Number'

MATERIALS BEST SUITED FOR:

Individtlal Instruction Handicapped (Describe)

ir"x(Group
Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introduttory x 10 Below Average Performance
L.

x Basic ,x 11 x Average Performance

Advanced 12 Above Average Performance

MATERIALS USED:

x Textbook Workbook

Audio Visual Material (Describe)

Simulations/DemonstratiOns

Other Printed Mategial (Describe)

OtheelEquipment, Supplies, Etc.)

Title: Modern Bookkeeping and Accounting
LI

Author(s): Morris, Miller, Janis Edition '-2, Copyright Date 1973

Publisher: Fearon-Pitman N A Cost $8.97.

Pages used: 231-235 ''

.

COMMENTSL Content Good Organization'

Clarity Satisfactory Readability - ApOropriatt for 10-11
. .

,00d

'IllIrtttions Numerous /in color Length

Motivatilnal Qualities Attractive

-Includes: Student Directions Quizzes

Satisfactory

Teacher Comments:

-4

, ,

Teacher Aids

....

132\
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ISSOE MATERIALS REPORTING FORM

COUR,St Business Office

UNIT Financial & Recordkeeping systems

MODULE Purchases & Sales Documents

TASK 'Complete a purchase order

-17)-1980 Task U 07-05-01

School Name and Address Whitesville Central

Instructoe Louise Rogers

Phone Number (607) 356-3301

ISSOE Region 13

1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:
Y

X Individual Instruction Handicapped (Describe)
.s.

X Group Instruction ether (Describe)

STRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory -". X 10 0 Below. Average Performance

X Bas c 'X 11 X Average Performandb

Adi;an ed X 12 Above Average Pefformauce

MATERIALS USE

,,x Textbook Workbook Other Printed Material'(Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

, Othei (Equipment, Supplies, Etc.)

Title: Century 21 Tying Textbook

Author(s): Lessenberry, Crawford, Erickson. BeaumonfOition Copyright Date 1972'

Robinson
Publisher: Southwestern Cost

Pages' used: pp. 273-279 problems and illustrations

COMMENDS: tOntent . Organization

Clarity Readability --3.-

Illustrations-- , Length
*

Motivational Qualities

Includes: Student DireCtiOns Quizzes Teacher Aids lq

4

Teacher Comments:
4

f
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'4 ISSOE MATERIALS REPORTING FORM

COURSE Business Office

UNIT Financial and recordkeeping systems

MODULE Purchases and sales documents

TASK Complete a purchase order

1979-1980 Task t 07-05-01

1980 -1981 Task #

\\\\
Schoo1 Name 'and address Whitesville Central

Instructor Louise Rogers

Phone Number (607) 356-3301

ISSOE Region 13

V -TECS Number

MATERIALS BEST SUITED FOR:

X Individual Instruction Handicapped (Describe)

X Group Instruction Other (Describe)

. INSTRUCTIONAL LEVEL(S):,

Introductory

Basic

Advanced

MATERIALS USED:

'xTeitbook Workbook Other Printed Material (Describe)

° Audio'Visual Materiql (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

GRADE:

X 10

X 11

X ,4.2

ABILITY:

Belontt Average Performance

X Average Performance

Above Average Performance

Title: Gregg Typing, Series 6 Typing 1

Author(s):

Publisher:

.Pages used

COMMENTS:

Lloyd, Winger, Rnwp

McGraw-Hill

Edition -Copyright Date 1977

Cost
7'

128-129 problems and illustrations

'Content Organization

Clarity Readability

Illustrations Length

Motivational Qyalities.

Includes: Student Directions

Teacher Comments:

dQuizzes Teacher Aids

134 140
.00



ISSOE MATERIALS REPORTING FORM

OURSE Business:Office

Financial & Recordkee-in systemsuNr* p g

School Name and Address Whitesville Cbntral

MODULE Purchases andPsales documents Instructor Louise Rogers

TASK Complete a kurhase order Phone Number (607) 356-3301

1979 -1980 Task4i 07-05-01 ISSOE Region 13

4

1980-19a Taiskj V-TECS Number -a

MATERIALS. BEST SUITED FOR:'

X Individual Instruction ,Handicapped (Describe)

R, Group InstruCtion Other (Describe)

INSTRUCTIONAL LEVEL(S):

In oductory

X Basic

Advanced

GRADE: ABILITY: ,

. x 10 Below Average Performance

X 11 6 X Average Performance

X- 12 Above Average Performance

MATERIALS USED:

'X Textbook Workbook Other Printed Material (Describe)
.. . .0 _

Audj.o Visual Material (Describe)
-

Simulations/Demonstrations

Other (Equipment,,Supplies; Etc.)

Title: Applied Business Mathematics

Author(s): Fairbank, Gruber Edition 9 Copyright Date 1970

Publisher: Southwestern Cost

Pages used: Pp. 372-396 problems and illustrations

COMMENTS: Content Organitttion
.

.
Clarity

? Readability

Illustrations Length

Motivational Qualities

Includes:, 'Student Directions Quizzes Teacher Aids

Teacher Cents:

135

1 4 1



ISSOE MATERIALS REPORTING FORM

°

COURSE Business Office School Name and Address Whitesville Central

UNIT Financial & Recordkeeping systems

MODULE Purchases and sales documents

TASK Complete a purchase order

Instructor Louise Rogers

Phade Number (607) 356-3301

1979-1980 Task # 07-05-01 ISSOE Region 13,

.1980-1981 Task # V' -TECS Number

MATERIALS BEST SUITED FOR:

X Individurnstruction Handicapped (Describe)
e.

X Group Instruction Other (Describe)

3NSTRUCTIONAL LEVEL(S): GRADE:

Introductory X. 10---r
X Basic X 11

Advanced X 12

MATERIALS USED:

ABILITY:

Below Average Performance

X Average Performance

Above' Average,- Performance

Textbook Workbook Other Material '(Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations

ti

x Other (Equipment, Supplies, Etc.)

Title:

Author(s): Edition Copyright-Date
J

Publisher:' J Cost

overhead projectqr

Pages used:

COMMENTS: Content
4

Orgarilzation
0

Clarity Readability
...

7 Illustrations Length 1

Motivational Qualities

Includes: Student Directions Quiizes , Teacher Aids
.

Teacher-Comments:

136 71 42



ouRsE Business Office

UNIT Financial and Recordkeeping systems

V

ISSOE MATERIALS REPORTING ,FORM

MODULE Purchases and sales documents

TASK Complete a purchase order

1979-1980 Task # 07-05-01

1980-1981 Task-7F

Schobl Name. and Address WEitesville Central

Instructor Louise Rogers

Phone Number (607) 356-3301

ISSOE Region 13

17-TECS Number

MATERIALS BEST SUITED FOR:

X Individual Instruction Handicapped (Desribe)

X Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory X 10 Below Average Performance

X 11 Average Performance ;X Basic

Advanced X 12 ,
Above Average Performance

.

MATERIALS USED:

Tektbook Workbook x,. Other Printed Material,(Describe) Stenographers

41) Audio Vistial Material (Describe)

Simulations/Demonstrations

(reference manual

Other (Equipment, Supplies, Etc.)

Title: ,

Author(s): Edition Copyright Date

Publisher:
.

-._ N.,

Cost

Pages used:

COMMENTS:

i

OrganizationContent,

Clarity M Readability

Motivational

Includes:

Length

Qualities

Student Directions Quizzes Teacher AicK

Teacher Commentas:

I.

137

143:



ISSOE MATERIALS REPORTING FORM

COURSE Business Office

.UNIT Financial & RecordkeSping systems

,MODULE .Purahasee'and sales documents

School Name and Address Whitesville Central'

e,
Inst*uctor Louise Rogers

-TASK Complete an invoice.
k

. Phone Number (607) 356-3301

1979-1980 Task U 07-05-02 ISSOE Region

1900-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

R Individual Instruction
-

R Group Instruction Other (Describe)

Handicapped (Describe)

INSTRUCTIONAL LEVEL(S): MADE: ABILITY: 1

Introductory X 10 Below Average Performance

x Basic x 11 y Average Performance

Advanced X 12 Above Average Performance

MATERIALS USED:

aTexthook Workbook Other Printed Material (Describe)

AUdio VisUal Material (Describe)

Simulations/Demonstrations '

Other (Equipment, Supplies, Etc'.) 04

Title: Century 21 Typing Textbook

Author (s) : Lessenberry, Crawford, Beaumont Robinson Edition Copyright Date 1972

Publisher: Southwestern Cost

Pages-used: 201
e /.

COMMEliM4p Conten Organization

Clarit Readability

Illustrations Length

Motivational Qualities

Includes: Student Directions Quizzes

Teacher Cottents:-

A

Teacher Aids

le.



ISSOE MATERIALS REPORTING FORM

1111, COURSE Business Office

UNIT Financial & Recordkeeping Systems

School Name and -Address Pioneer High Sch-dbl

. .

MODULE Purchese & Sales Documents Instructor George Pryor

TASK Complete an invoice Phone Number (716) 492-4600
AP

1979-1980 Task # 07-05-02 ISSOE Region 13 * .

1980-1981 Task # V -TECS Number

MATERIALS BEST SUITE11FORT:

x Individual Instruction Handicapped (Describe)

x Group Instruction . Other (Describe) - ,

1
._,.,

INSTRUCTIONAL'LEVL(S): GRADE: ABILITY: -:-

Introductory 10 . Below Average Performance

Basic x 11 x Average, Performance

X Advanced x 12 . Above Average Performance

MATERIALS USED:

XTextb5ok x. Workbook Other Printed Material (Describe)

Audio Visual Material (Describe) ,

Simulations /Demonstrations

Other (Equipment,' Supplies, Etc.)-

Title: Century 21 Accounting Advanced Cpurse

Author(s): Edition 2nd Copyright
4Date

Publisher: Southwestern Cost

Pages used,:
.

COMMENTS: Content , 4 Organization; -i,

,Clarity Readability -

Illustrations . 'Length

Motivational.Qualitiea

Includes: x St dent Direction x Quizzes g TeaCher Aids

Teacher Comments;

1
139 r ,4



ISSOE MATERIALS REPORTING FORM

COURSE Business Offfde School Name lnd Address Pioneer High School

UNIT Financial & Recordkeeping Systems

MODULE Purdhases and Sales Document's

TASK Complete an invoice

1979-1980 Task # 07-05702

1980-1981-Eask #.

MATERIAWBEST SUITED FOR: .

Irlstruction

Group Instruction

Instructor

IiholOe Number

ISSOE Region

George Pryor

(716)492-4600

- 13

,V-TECS Number

Handicapped (Describe)

(Other (Describe) .

r.

.

et

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

ABILITY:

Below Average Performance

Basil x :rl x Average 'Performance

xt-AdvanCei x 12 ,... -.,
.

Abole Average Performance ,?-,
.

-lor , , ,

...

MATERIALS USED: .

..,..,. 4 :. ' i'`4e
.' ''

' .., ;" - : " , . ' ,f
Te;ctbook44 X W o r b 2 5 k '-, e.'0,, erprintd Material (Dascrlbe)th*

, ...%
6 . ' ;_. .I., rp r,.!,, 4, .-

tilAudio Visual Material (D tribe)
-'4

* 0 .. .

Simulations/Demonstr ions "_r
0Other (Equipment, Supplies, Etc.)

Typewriting.bffice Practice Set-Title:

40111'- -;t1
-,` 7? h.

°

<4

Author(s): Edition

Publisher: Southwes4\ rn°-

. .1 , , !IL.0 '-- .-Pages Used: 't
t

. :

Organization
, i

Clarityi-, Readability

, ' ,
Illustrations Length ,e ,

.;?'-,4,

6th FipSkig'hi Day

COMMENTS: Content

Motivational Qualities

Includes:

Teacher Comments:

/-;

;

X Student Directions x ,Quizzes x Teacher Aids

140
1 4 6

-



ccuRst Business Office

UNIT Financial & Recordkeeping Systems

ISSOE MATERIALS REPORTING FORM

School Name and Address Mt. Vernon H.S.

MODULE Purchasds & sales documents Instructor, Ifene Sdhindler

TASK Complete an invoice Phone Number (414} 668-6580
e"

1979-1980 Task # 07-05-02 ISSOE Region 3S

1980-y1981 Task # V-TECS Number

MATERIALS'BEST SUITED FOR:

-.Individual Instruction Handicapped (Describe)

x Group Instruction Other (Describe)

INSTRUCTIONAL LEVELZS): GRADE: ABILITY:

Introductory x 10 BeloTZAlierage Performance '

MO,

Y x Average PerformandeSaglc __,,x_. 11
.

Advanced 12 . Above Average Performance'
i

o

MATERIALS USED:

x Textbook Workbook. Other 3rinted Material (Describe)

Audio Visual Material (Describe) .
-

OSimulations/Demonstrations

Other (Equipment, Supplies, Etc.) -,..

Title: Accounting 10/12

Author(s): Weaver,Hanna,Freemin,Brower,Smilev Edition 3 Copyright Date 1977

Publisher: Gregg/McGraw Hill Cost s9.57
4

Pages used: 240-241; 285-286: 435; 440; 237-238; 280-282 ,

COMMENTS: Content Complete Organization Very good ,

Clarity Good Readability Appropriate to 10-11
)

glustri.tions Numerous/appropriate Length

Motivational Qualities.

Includes: x Student Directions Quizzes, x Teacher Aids, ,

Teache4 Comments:

A I

vs

147



ISSOE MATERIALS REPORTING FORM

COURSE 131usiness Office ,

UNIT Financial & Recordkeeping Systems
0

MoDULE Pu- rchases sales documents

TASK alplreanAnvoice

1979-1980 Task # 07-05-02

1980-1981 Task #
'\)

MATERIALS BEST SUITED FOR:

Individual Instruction

x Group Instruction

School Name and Address Mt. Vernon H.S.

Instructor Irene Schindler
1

Phone Number (914) 668-6580 ,

ISSOE

wor

V -TECS Number

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:
, .

.

Introductory x 10 Below Average Performance

x Basic . x 11 x Average Performance _

Advanced 12 Above Average Performance

MATERIALS USED:

' x Textbook Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/Demonstrations'

Other (Equipment, Supplies, Etc.)-

Title: Moderh Bookkeeping, and Accounting

.-
Author(s) *Morris,Miller,Janis Edition 2 Copyright Date 1973

Publisher: Fearon-Pitman Cost $8.97

Pages used:' 234-235

COMMENTS: Content -600d Organization- Good

Clarity Satisfactory Readability Appropriate for-10-11

Illustrations Good Length -Satisfactory

Motivational Attractive; easy to follow

Includes: 4Sudent Directions Quizzes Teacher Aids

Teacher Comments:

4

a 142
1 48



COURSE Business Office

ISSOE MATERIALS REPORTING FORM

School Name and ,Address Pioneer High Scflool

I

UNIT Financial & Recordkeeping Systems

MOD1LE Purchases & Sales Documents Instructor° George Pryer,

-P SK Complete a bill of lading Phone Amber (116) 492-4600 )

6

1979-1980 Task # 07,70.5-03 ISSOE Region 13

1980-1981 Task # V-TECS Number

MATERIALS BEST SUITED FOR:

Indiy,id-del Instruction Handicapped (Describe)

.

J

00tip Instruction Other (Desiribe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory 10 Below Average Performance 1:-

Basic x Il - x Average Performance

x Advanced x 12 A' Above'Average Performance

MATERIALS*USED:
P

Textbook X Workbook Other Printed Material (Describe)

Audio Visual Material (Describe)

Simulations/yemonstrations

Other (Equipment, Supplies, Etc.)
-

Title: Typewriting Office Practice Set

Author(s): Edition 6th Copyright Date - -'
d

Publisher: Southwestern

Pages used:

COMMENTS: onte

11

nt

-

Clarity

.Illullations , s

3

Cost

411 Organization'

." Readabi4ty

Length

Motivational Qualities'

Includes: x Student,Onections x Quizzes x Teacher Aids

Teacher' Comments:

14. 3

4



1

- .

ISSO MATERI 8 REPORTING FORM

6OURSE Business Officg

UNIT Financial & Recordkeeping systems'

MODULE Purchases & Sales Documents Instructor 'Geovge Pryor

School Name and Address Pioneer High'School

TASK Complete a'bill of lading

1979-1980 Task #-07 -05-03

1980-1981 Task #

11*,

MATERIALS BEST SUITED FOR:

x Individual Instruction

.x Group Instruction

Phone Number (716) 492-4600

ISSQE Region 13

VTTECS.Number

O

Handicapptd.(Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Ihtroductory 10 TN

Basic 11

X Advanced 12

MATERIALS USED:

X Textbook x Workbook

Audio Visual Material (Describe)

Simulations/Demonstraiions

- Other (Equipment, Supplies, Etc.)

ABILITY:

Below Average Performance

Average Performance

Above Average Performance

Other Printed- xMaeerial,(Descilbe)

--Title: Century 21 Accounting Advanced Course

Author(s): Edition 2nd Copyriiht Date

Publisher:" Southwestern Cost 4

Pages used:

COMMENTS: Content Organization

Readability

Length '

Clarity

Illustrations

Motivational Qualities.

Includes: x Student Directions x Quizzes x Teacher Aids

,
Teacher Comme :. 1n

,
.

74'

4

Q.

Ia 1441 5 0



"'COURSE Business Office

,ISSOE MATERIALS REPQRTING-FORM -

UNIT Financial & Recordkeeping systems

School Name and Address Whitesville Central.

MODULE Purchases & sales documents Instructor Louise. Rogers .

TASK Complete a bill,of lading Phone' Number (607) 356 -3301,
r .4.

1979-1980 Tall # 07-05-03 ISSOE Region 13

. -

1980-191 Task.#
.

, \Z-TECS Number

MATERIALS BEST SUITED. FOR:

XJPIndividual.Instructdan, Hanaicapped (Describe)

X Group Instruction Other (Describe)
.

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory X 10 ,
Below Average Performance

_

X EaSfc 'X 11 . Average Performance

AdVanced
, .

.

Xt. 12' Above,Averige Performance

f

MATERIALS USED: 14t,

X Textbook Workbook Other Printed Material (Describe)

Audio_ Visual-Material ( Describe)

Simulations/Demansttations

I r

Other (Equipment, Supplies, Etc.)

Title: Century 21 Typing Textbook

Author(s):Lessenberry, Crawford. Erickson. Beaumont,EditiOn Copyright Date 1972

Robinson
Publisher: Southwestern ., Cost

. ,

Pages used: 273-274 10'

COMMENTS: Content Organization

Clarity Readabilit3s

'Illustrations Length-

Motivational Qualities s

Includesf Student DireCtions QuizzeS Teacher Adds

t

reacher. omments:

14

th

5



vin

IOW

ISSOE MATERIALS REPORTING FORM

COURSE-' Business Office

UNIT Financial & Reco'rdkeetiing systems'

MODULE Purchases and sales documents

School Name and Address Whitesv1119°Central

Instructor Louise Rogers

TASK Complete a customer's statement. ,'Phone Number (607) 356 -3301

1979-1980, Task # 07 -05 -04 ISSOE Region -13

1980-1981 Task # V-TECS NuMber'

MATERIALS BEST SUITED FOR:

c *X Individual Instruction Handicapped (Describe)

X Group InstrUction Other (Describe)

------_____-, %

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

Introductory _ X 10 Below Average Performance

X Basic X 11 r Average Performance
,..

Advanced X 12 Above Average-Performance
\

MATERIALS USED:

X Textbook Workbook

Audio Visual Material (Describe)

Simulations/Demonstrations

Other (Equipment, Supplies,

Other Printed Material (Describe)

Title:, Applied Business Mathematics

Author(s)rGuber Edition 9 , Copyright Date 1970

Publisher Southwestern Cost

,Pages used: 428-430

COMMENTS: Content Organization-

Clarity Readability

Illustrations Length
.

'Motivational Qualities

Includes: Student Directions

Teacher Comments:

Quizzes Teacher Aids

146
.102

ti



A

ISSOE MATERIALS REPORTING FORM

110

-

COURSE Business Office School Name and Address Pioneer High School

UNIT Financial & Recordkeeping Systems

MODULE Purchases & Sales Documents Instructor GeorgelPryor

TASK Complete a customer's statement Phone NUmber (716) 492-4600
1E-

19 7 9-1980 Task # 07-05-04 ' ISSOE Region 13

1980 -1981, Task #

MATERIALS BEST SUITED FOR:

Individual Instruction

Group Instruction

V -TEES Number'

Handicapped (Describe)

Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:

'? Introductory 10 Below Average Performance
.44_,

Basic x 11 x Average Performance

x ''.= Advanced t x 12 Above Average Performance,..

. 4,

MATERIALS UdED:

Textbook x Workbook Other Printed Material (Describe)_

Audio Visual Material (Describe)-

Simulations/Demonstrations

Other (Equipment, Supplies, Etc.)

TYoewriting_Office PracticeSet

Author(s):- .
Edition Copyright Date

Publisher: c...OUttrassrprn
Cost

Pages used:,

COMMENTS: Content Organization

Clarity Readability

Illustrations Length

Motivational Qualities

Includes: x Student Directions x Quizzes x Teacher Aids

Teachr Comments:

4{.

147.153



t

ISSOE MATERIALS REPORTING FORM

COURSE Business. Office School Name and Address Pioneer High School

UNIT Financial & Recordkeeping Systems

MODULE Purchases & Sales Documents

TASK Complete a.customer's statement

1979-1980 Task # 07-05-04

'Instructor Geoige Pryor

Phone Number

ISSOE Region

(716) 492-4600

13

1980-1981 Task # V -TECS Number

MATERIALS BEST SUITED FOR:

x Individual Instruction Handicapped (Describe)

x Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE:

Introductory 10

Basic x 11

X Advanced x 1

MATERIALS USED:

X Textbook x Workbook

ABILITY:

. Below Average Performance

x Average Performance

Above Average Performance

Other Printed Material '(Describe)

Audio Visual Material (Describe)

Simulations/DemonStrations

Other (Equipmet, Supplies, Etc.)

Title: -Century 21 Accounting Advanced Course

Author(s): Edition 2nd Copyright Date.

Publisher: Southwestern Cost

>Pages used:

COMMENTS: Content Organization

Clarity Readability

Illustrations Length

Motivational Qualities

Includes: 'x Student Directions x Quizzes x Teacher Aids

Teacher Comnients:

110

148 154



N

COURSE Business Office,
7

ISSOE MATERIALS REPORTING FORM

Schodl Name and Address Mt. Vernon H.S.

UNIT Financial & Recordkeeping Systems

MODULE Purchases & sales documents Instructor Irene Schindler

TASK Complete a customer's statement Phone Number (914) 668-6580

1979-1980 Task # 07-05-04 ISSOE Region 3S

1980-1981 Task/#

MATERIALS BEST SUITED FOR:

V -TECS Number .

Individual Instruction Handicapped (Describe)
or

x Croup Instruction Other (DOscribe)

INSTRUCTIONAL LEVEL(S).: GRADE: ABILITY:

Introductory .
10 x Below Averse rfRrmance

x Basic x 11 Average Performan

Advanced x 12 Above Average Performance

MATERIALS USED:

Textbook ' Workbook . Other Printed Material (Describe)

1111

Ati*

Audio Visua l Material (Describe)

Simulations/Demonstrations

Other (E4ipmentr_Supplies, Etc.)

Title: Clerical Office Procedures

Author(s): -Meehan,Pasewark,Oliverio Edition 6th. Copyright Date 1978

Publisher: Southwestern Cost 89.42

Pages used: Pg. LL9i1_518

COMMENTS:' Content _Good Organization Cnnd

Readability ApimppriatP for grad,. level -Clarity Good

Illustrations Appropriate/numerous Length

Motivational Qualities

Includes: Stddent Directions

Teacher Comments: Ch

I

: - 4 mnrti-

_Quizzes

TIN

Teacher Aids

well on improvinearithmetic and language skills: also

cover's decision making and human relations.

149

155 *.



ISSOE MATERIALS REPORTING FORM

COURSE Business Office

UNIT Financial & Recordkeeping Systems

MODULE Purchases and sales documents

School Name and Address Mt. Vernon H.S.

Instructor Irene Schindler

TASK Complete a customer's statement Phone Number (914) 668-6580'

1979-1980 Task 07-'05-04

1980 -1981 fask #

MATERIALS BEST SUITED FOR:

Individual Instruction

ISSOE Region

V -TEM Number

Handicapped (Describe)

3S

x Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): .GRADE: ABILITY:

Introductory x 10 Below Average Performance

x Basic x 11 x Average Performance

'Advanced 12 Above Average Performance

MATERIALS USED:
.

x___TextboOk Workbook Other Printed Material ,(Describe)
,

Audio Visual Material (pdscribe)

Simulations/Demonstrations

Other (Equipment, Supplies,NEtc.)

Accounting 10/12

Author(s): Weaver,Hanna,Freeman,Brower,Smiley Edition Copyright Date 1977

Publisbir: Gregg/McGraw Hill Cost $9.57

Pages used: .pg 286- 288

COMMENTS: Content Complete Organization Very good

Clarity Satisfactory Readability Above-average

Illtstrations Good - flowcharting Length Satisfactory
-

Motivational Qualities
is effective

Goad activities

Includes: x Student Directions

Teacher Comments:

Quizzes x Teacher Aids

1



. *COURSE . Business Office

UNIT , Data Processing

ISSOE MATERIALS REPORTING FORM

School Name and Address Mt. Vernon H.S.

MODULE Keypunch machine
-

Instructor Irene Schindlex

TASK Develop and use a program card Phone Number (914) 688-6580

979 -1980 Task # _08401-02 ISSOE Region 3S

1980-1981 Task # V -TECS Number

MATERIALS BEST SUITED FOR:

Individual Instruction Handicapped (Describe)
,-.

Group Instruction Other (Describe)

INSTRUCTIONAL LEVEL(S): GRADE: ABILITY:
.

Introductory 10 : Below Average Performance

.., Basic 11 Average Performance
C, .

. ,

Advanced 12 Above Average Performance-

MATERIALS USED:

Textbook Workbook. x Other Printed Material (Des pibe)Practice exercises

Audio Visual Materiil (Describe)

Simulations /Demonstrations

Other (Equipment, Supplies, Etc.)

Title: Card Punch Practice Exercises (SR25-1627-1)

Author(s): IBM Corp. Edition Copyright Date 1975

'Publisher: DPD Education Development Publication Services Cost

Pages used:
Education Center, South Road Poughkeepsie, N.Y. 12602

COMMENTS: Content Organization ,

Clarity Readability

Illustrations Length

Motivational Qualities'

Includes: Student Directions Quizzei Teacher Aids

'44

Teacher Comments:

151

157
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