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National Evaluation Systems, Inc., has prepared for distribution by the

Georgia Department of Education thz set of content objectives found in
this Study Guide. These objectives have been verified as important
content requirements for initial certification. Not all of the listed
objectives have had test items written for them. The selected ob-
jectives have not been identified. Al1 objectives which appear here

are certification requirements and a sampling of them will be tested.

(TCT) was begun in November 1976, an Ad Hoc Committee composed of
Georgia educators was appointed to work with NES on each TCT. The

ﬁhéh,tﬁe'pfdjéét,to develop the Georgia Teacher Certification Tests

function of these Ad Hoc Committees was to review all NES-generated
materials with a goal of making the materials more reflective of
Georgia education needs. The first step in the test development pro-

cess was that of content domain specification. Educators identified
all content knowledge that an applicant would need to know to function
effectively in a Georgia school. This content was further defined
into content objectives; which were sent to currently practicing
Georgia educators..for verification. These educators provided actual
ratings of the "job-relatedness" of the content objectives:. At that
point, it was possible to identify, from the original domain speci-

fication, the extent of essentiality of snecific content skills for

successful performance on the job. Test items were written for the

most essential objectives which spanned the content of the field.

The purpose of providing objectives is to explicitly define the content

required of an applicant for certification in this field. Further,
the statement of these objectives shotld assist in preparing for the
criterion-reference content knowledge test. We encourage applicants
to study these materials, which will enhance their understanding of
the content field and alleviate any unnecessary concerns about the

nature of the Georgia Teacher Certification Tests.
Along with these materials go hopes for a rewarding career in educa.ion,
If you have questions or desire further information,
contact:
Performance-Based Certification
Division of Staff Development
1858 Twin_Towers East .
Atlanta, Georgia 30334
(404) 656-2556

Georgia Department of Education

Charles McDaniel, State Superintendent of Schools

o




The Georan Pepartment of Educatlon w1shes to express 1ts

appreciation to the group of Georgia educators listed below who

- volunteered their time and expertise to dévelop this Study Guide.

DOnald L. érawford, Chairperson
West Georgia Ccllcge

Qaiéréy,é. éaihoun Doris Enqerrand
University of Georgia Georgia College

Norma N. Givens Jean Voyles

Fort Valley State College Georgia State Unlver51ty

Rona F. Flippo, ConsSultant to Committee
Georgia Deépartment of Education

June,; 1983
Georgia Department of Education

Attlanta, Georgia




STUDY GUIDE FOR TCT IN BUSINESS
Georgia Teacher Certification Testing Program

Field 07: Business

INTRODUCTION

This Study Guide was specifically designed for persons

preparing to take the Georgia Teacher Certification Test (TCT)
in Business: The Business Test was developed by the National
Evaluation System; Inc.; and educators in the state of Georgia:
The test covers Business Communication Skills, Business Math and
Accounting, General Business, Business and Youth Organizatior, and
Information Processing.

This study guide contains:
1. A listing of thé contént objectivés for each subarea, and

2. A listing of selected reference materials.

This listing of sources déés not mean that all are needed i
to grasp a partiCuiarﬁconcept or meet a given objective. Some
examinees will have better access to certain sources than to
other sources. Additionally, in some cases several subareas have
been referenced to the same readings because those readings cover
several topics. The references given are suggested references
only and are not iﬁféﬁaé& to be an exhaustive or complete listing.

in addition to the content objectives and readings that will
follow, you should be aware that:

1. Thé TCT itéms aré multiplé choice with four possiblée

answers r— S
answerS.. T




2. There arc no penaities for guessing when unsure of an

answer.

they may request up to an additional hour if needed.

4. In order to pass the TCT one does not havé to pass éach
subarea. |
Your total score is determined by thé number of correct

answers.

Examinees wanting Specific help with test-taking skills should ... ..

and/or refer to one or more of the references listed below:

Flippo, R. F., Testwiseness. Rehoboth, MA: Twin Oaks Publishing,

1983.

Millman, J., & Pauk, W. How to take tests. New York: McGraw

Hill, 1969.

Pauk, W. How to study in college (2nd ed.) Boston: Houghton
Mifflin, 1974.

Preston, R. C., & Botel, M. How to study. Chicago: SRA, 1974.

Raygor, A. L.,; & Wark, D. M. Systems for stuay. New York:

McGraw-Hill, 1970.




Study Guide for TCT in Businéss
Goorgia Teacher Cértification Tésting Program

Business Communication Skills

; Objéctives:
Identify the point or points at which specific words are
preferably divided.
Demonstrate knowledge of the methods and skills needed to
proofread and edit.

Interpret proofreading symbols.

Identify appropriate placement of components in various

letter styles.

Identlfy requlrements for a letter of application for

employment:

Demonstrate skills needed for the preparation of outlines

and manuscripts:

Diétiﬁgﬁiéh between the structural differénces of footnotes
and bibliographies. N
Compare fiiing systems used in a variéty,of situations (filing
alphabetically, numerically, geéographically, by subject; etc:).

Identify steéps used in filing procedures (inspecting, sorting,
coding, etc.) .

Demonstrate knowledge of telephone etiquette:
Identify appropriate office procedures for receiving visitors.

Identify examples of effective handling of office mail.

Given a specific 51tuatlon, 1dent1fy the correct comp051tlon

and punctuation for an approprlate business letter.

Identify the items that should be included in the comp051tlon

of a resume:

fdentlfy basxc lxstenlng rules. ... - -

) T fdentlfy the characteristics essential to efféctive speech
* dei;very such as dress, grooming, posture, carriage, facial
exXpressions; manners, and eye contact.

Identify procedures useful in the préparation of a speech.




Objectives
identify preparation and procedures necessary to an effective
job interview. :
Identify appropriaté parliamentary procedures to be utilized
in a variety of situations (voting, precedence of motion,
etc.}.
Given unpunctuatéd sentences, indicate correct punctuation

using periods, question marks, exclamation points, semicolons,
colons, hyphens, dashes, commas, quotation marks, parentheses,
and/or apostrophes.

Apply the rules of capitalization to specific sentences or
consStructions.

Demonstrate the use of numbers in writing.

Identify examples of the content, arrangement, and usage of
dictionaries:

Identify the use and composition of the Occupational Outlook
Handbook :
Indicate correct definition and spelling of the most commonly

used business terms:

References

Bonner, William H. Communicating in Business: KXey to Success.
Dame Publications,; Inc., 1983.

Burtness, Paul and Alfred Clark: Effective English for Busiiiess
Communications. Cincinnati: South-Western Publishing Company,
1980.

Burtness, Paul S. Effective English for Colleges. (6th Ed.)
South-Western, 1981.

Déwar, Thadys, J. and H. Frances Daniels: Programméd Proof-
reading. South-Western, 1982, Text-Workbook.

House, Clifforc R. and Kathie Sigler: Referencé Manual.
Cincinnati: South-Western Publishing Company, 1981.

Jackson, J. Howard and C: Glenn Pearce. Word Power for
. Ef fective Writing. Bobbs-Merrill, Indianapolis, 1980. Text-
Workbook.

Kleinschrod, Walter, Leonard Kruk, and Hilda Turner. Word

Processing: Operations Applications, and Administration.
Indianpolis: Bobbs-Merrill Educational Publishing, 1979.

Mansfield and Bahniuk. Writing Business Letters and Reports.
Indianapolis: Bobbs-Merrill Educational Publishing Company,
1981.




References (Continued)

Michulka, Jean. Let's Talk Business (2nd Ed.) South-Western,

1983, (Oral Communication)

) Perkins, W: E. Punctuation: A Programmed Approach. (2nd Ed.)
South-Western; 1982. Text-Workbook.

’ Robert's Rule of Orders. Topic of parliamentary proceduré.

Shepherd, Ray. This Business of Writing. Science Research
Assocziates, Inc. 1980. Text-Workbook.

Slocum, Walter and Donald Sheff. Businéss English. (2nd Ed.)
Indianapolis: Bobbs-Merrill Educational Publishing Co., 1981.

Stewart, Marie M. et al. Business English and Communication.
(5th Ed.) Gregg Division, McGraw-Hill Book Co., 1977. Textbook
and Workbook.

Wells, Walter. Communications in Business:. Boston: Kent
Publishing Company, 1981.

Wilkinson, Clarke, and Wilkinson. Communicating through
Letters and Reports. Irwin Publishing Company, 1983.
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Study Guide for TCT in Business
Georgia Teacher Certification Testing Program

Business Math and Accounting

ngectives
Identify cardinal and ordinat numbers, and distinguish between
them.
concepts.
€Calculate simple and compound interest and percentages.
Demonstrate correct procedures for preparing a check and check-
stub.
Demonstrate knowledge of the méchanics of household budgeting.
Distinguish between Savingé and investmerits:
purchasing a home in today's economy.
Compare costs, convenience and other factors related to various
means of transportation.
Compute cash discounts and trade discounts:
Distinguish between add-on interest and note discounting.
. Identify the various parts of a promissory note and the function
4{? each.

N s . L o ;
Classify and record income and expenses on an income statement.

™~

Identify steps necessary to open a set of accounting records.
Interpret the accounting equation: Assets = Liabilities and
Capital. :

‘Summarize the principles of debit and credit for balance sheet

accounts:.
: Analyze an employee's weekly or monthly earnings utilizing the
= payroli-register; time card, and all other withholding information
(FICA, state tax, and unemployment compensation, etc.).
Demonstrate knowledge of an account receivable and a bad debt
expense.
‘Demonstrate the ability to arrange items in alphabetical,
numerical, or subject order.




Ob jectives (Continued)
Distinguish between a Checking Account and a Saving Account.
Identify appropriate steps involved in the process of reconciling
a bank statement:
- Identify the correct presentation of fixed assets and deprecia-

tion on a financial statement.

. Compare record-keeping procedures for property tax, FICA tax,
and state and federal employee income tax:

Distinguish between the law of torts and the law of crimes.
Identify the tyves of courts in the Georgia court system.

Identify,the requirements that a contract must meet to be
s enforceable.

Distinguish betweén a salé and a contract to sell.

identify the iégal,aspects of a bailment,,both as related to
and distinguished from the law of contracts.

Analyze a situation dealing with bailments mutual consent;
competent parties, consideration, valid subject matter, etc.

Identify creditor and debtor in given situations.

Identify the requirements for negotiability.

References

Allen and Clooster. Automated Accounting for the Microcomputer.
Cincinnati: South-Western, 1982. '
Arbetman, McMahan, O'Brien. Street Law. (2nd Ed.) St. Paul:
West Publishing Company, 1975.
Bailard,'Biéhl, Kaiser. Personal Money Management. Chicagoi
Science Research Associates, Inc., 1973.
Bénjamin, M.”ané ﬁanhié,iééwBCya. Pestnéi finéngé for
Consumers. Silver Burdill Company. Copyright 1976.
Black, Homer A. Accounting in Business Decision Theory Method
and Use. Englewood Cliffs, NY. Prentice-Hall, 1973.

: Bobrow and Arbib:. Discrete Mathematics:. Washington: Saunders
Publishing, 1974.

< Bowen, Earl K. Mathematics: With Applications in Management

and Economics. Illinois: Richard D: Irwin,; Inc: 1976:

Boynton, Swanson, Carlson, Forkner. Century 21 Accounting.
Cincinnati: South-Western Publishirg Company, 1972. .
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Referonces (Continued)

Brock, Horave R, n<oount1nqua51c Prxncxple New York; NY:

Ird k4. HpL aw—Hlll 1974.

pux and Clark. Data Entry Activitics for the Microcomputer.
Cincinnati: South-Westcern, 1982,

Cohen, lanson. Personal Finance Principles and Case ['rohlems.
IL: Richard D. Trwin Inc., 1972.

DaughtreyL Ristau, DeBrum. General Business for Economic o
Understandindg. Cincinnati: South-Western Publishing Co., 1a81.:

Dickinson: The Right Way to File. New York: Geyer-McAllistev
Publications, 1971.

Fairbank, Roswell E., Robert A. Schultheis, and Edwin B. Fiper.
Mathematics for the Consumhr Cincinnati: South-Western
Publishing Company,; 1975.
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South-Western Publishing Company, 1980.

Fairbank, Schuitheis. _Consumer Mﬂth Cincinnati: South-Wostern
Publisting Company, 1983.

Fotterman, Elsie- Jordan, Ruth. Consumer Credit. Peoria:
charles A. Bennctt Company, Inc., 1282«

Fisk, McKee, Snapp. Applied Business Law. Cincinnati:
South-Western Publishing Company, Inc:, 1977.

Gill. File MandgementAandflgiormatxon Retrieval Systems
Littleton: Libraries Unlimited, 1981L:

Gillespies, Cecil M. Accounting Systems:. procedures and
Methods. Engléewood Cliffs, NY. (3rd EA4.) Prentice Hall; 197L.

- Gitman, Lawrence J. Principles of Managerial Finance. New
York: Harpor and Row, Publishers, 1979.

Goldman, A:, Sigismond, W. Business Law. Boston: Houghton
Mifflin Company, 1982:

Gordon, Lee: Economics for Consumers. New Jersey: General

Learning Press, 1976.

dorngren,; Charles T. Cost Accounting. New Jersey: Prentice-
Hall, Inc., 1977.

Huf fman: General Recordkéeping. New York: McGraw-Hill, 1981.

Huffman, Hariy and Jeffrey R. Stewart, Jr: General Record-
keeping. New York: McGraw-Hill Book Company, 1976.
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‘ John Wiley and Sons, 1980.
Kolman and Shapiro. Algebra for Coiiege Students. New York:
Academic Press, 1980:
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Luke, Cheryi M. and c. B. Stielger. Office Systems and
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Harcourt, Brace,Jovanovich, 1976.
Morton and Rezny. Consumer Action. Boston: Houghton-Mifflin,
1978.
) Needles, Anderson, and Caldweéll. Principles of Accounting.
Boston: Houghton Mifflin Company, 198l. oy
i Nelson. Personal Money Management. Massachusetts: Addison-
) Wesléy Publishing Company, 1973.

Niswonger and Fess. Accounting Principles: Cincinnati:
South-Western Publishing Company, Inc., 1978:
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Procedures. Cincinnati: South-Western Publishing Company, 1978.
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Book Company, ‘1979. - co-
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Study Guide for TCT in Business
Georgia Teacher Certification Testing Program

General Business

Objectives

Describe the structure of the American banking system,
including the Federal Reserve System and its role.

Describe the services of the Américan full-service bank.
Analyze examples of savings and investment procedures.

Analyze the purposes and the advantages of home insurance.
fdentify and evaluate the various types of autormobile insurance
coveradge.

Indicate thé scopé of coverage available under health insurance
plans.

Comparé différent types of health insurance plans.

Indicate what is meant by a legal will.

Identify various approaches to (or methods of) calculating
credit costs and/or their importance to the consumer.
Identify economic changes that occur during deflation and
inflation.

Describe the influence of the American and international
markets on the growth of foreign trade.

Identify career decision-making procésses.

Describe the role .of self-eévaluation in career planning.

identify the sources of materials for business-related careers.
fdentify the componérits needed for self-understanding.

Analyze the rélationship of an individual's interests and
abilities to career planning:

Define the role that aptitude might play in job placement.
Identify the basic steps involved in choosing a career.
Recognize educational élEéfﬁéEives“for business careers.:
Identify a program for teaching interviewing techniques or _

demonstrate a knowledge of job interviewing skills needed to

make a positive impression.
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Objectives (Continued)

analyze a guide to be used for assembling pertinent data for

a resume.
- fdentify appropriate job Sourcés on the local, state, and

national levels.

Analyze the rolé of buying habits in setting guidelines for

shopping. ’

Idéntify potential problems of a buyer who has been misled

by fraudulent and deceptive advertising.

Describe changes that have been effected to protect consumers.
; Identify characteristics of the free enterprise system.

Describe systems appropriate for maintaining an effective

communication network among personnel.
Analyze the effect of economic concerns on U.S. foreign policy.

Describe the administrative services needed for thé effective

operation of an office.:

) Identify various professional business organizations (Georgia

Business Association, AVA, NBEA, and GBEA, &tc.).

- Identify functions of youth organizations for business students.
Identify the qualifications necessary for eligibility for the
Georgia State Competition of thé Future Business Leaders of
America.
Indicateé thé structurée and the major bylaws that govern the
operations of the Future Business Leaders of America.

References

Beeson and Slesinger. Economics 81/82. Sluice Dock:

The Dushkin Pubiishing Group; Inc., 1981l.

Benjamin,Francia, and Strawser. Principles of Accounting.

Houston: Dame Publications, Inc., 1981.

Berkman. Consumer Behavior. Boston: Kent Publishing Co., 1981.

Bittel. Business in Action: An Introduction to Business.
New York: Gregg McGraw-Hill Publishing Co., 1980.

N Bowden:. Economic Evolution. Cincinnati: South-Western
Publishing Co.,; 1981.

Bowden. Principles of Economics: Theory, Problems, Policies.
Cincinnati: South-Western Publishing Company, 1980.
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1982.
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Study Guide for TCT in Business
éeorgiavieaCher~Ccrtification'Testinq Program

Business and Youth Organization

Objectives
Identify characteristics of the free enterprise system.

Describe systems appropriate for maintaining an effective

communication network among personnel.

<

Analyze the effect of economic concerns on U:S: foreign policy.
Describe the administrative services needed for the effective oper-
ation of an ocffice.:

Identify VariOus professionai business orgénizétions (éeorgié
Business Association; AVA, BNEA; and GBEA, etc.}.

Iééntify functions of YOuth orqanizations for businéss students.

Identlfy the au=11f1ﬂatlons necessary_ for eligibility for
the GeorclaAState Competition of theée Futuré Business Leaders of

Ameérica.

Indicate the structure and the major bylaws that govern the
operations of the Future Business Leaders of America.

References

Aronson, Charles N: Free Enterprise: (lst Ed.) 338.09 A76f,
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study Guide for TCT in BusSinéss
Georgia Teacher Certification TéSting Program

Information Processing

Objectives

Apply procedurés for formatting and preparing charts, tables,
and statistical data.

Identify procédurés needed for composing at the word processor
or micrOComputer.

Given specific errors, choose the appropriate keyboarding

procedure on a word processor Or microcomputer to correct the
errors.

Identify types of copying machines and their characteristics.
Compare the advantages and/or disadvantages of various repro-
graphic processes.

Define basic terms used in data processing.

Identlfy components and methods of the data proce551ng cycle

(processing, storing, retrieving, and disposing).
) Apply the principles of flow charting and arithmetic coding.

Identify prOCedures and characteristics of programming operations
and languages.

Select appropriaté equipmént for specific office functions.

Identify tvpes of data processing hardware and their character-
istics.
Identify twvpes of data processing software and their character-
ietics.

Define the functions of data processing staff.

Identify ways in which telecommunications meet the needs of
: modern business.
Analyze the impact of technology on the "office of the future."
Define the basic terms used in word processing.

Identlfy compOnents and methods of the word proce551ng cycle

(orIqInatlon, produetlon, reproduction, storage, and distrib-
ution.) L
25
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Objcctives (Continued)
Identify types of word processing hardware and their
characteristics:

Identify types of word processing softwaré and theic

characteristics:

Determine specific uses for word proce551ng in a business

setting:

Identify uses for microcomputers in a business setting.
References
Adams, David R, and Wagner, Gerald E. Computer Information

Systems: Cincinnati: South-Western, 1983.

Capron; E. L.; and Williams, Brian K. Computers and Data
Processing. Reading, MA: The Benjamin/Cummings Publishing

Company, 1982.

bolecheck, Carolyn and Murphy, Danny. @Applied Word Processing:
An Introduction to Text Editing with Keyboarding Applications.
Cincinnati: South-Western, 1983.

Graham, Neill. Introduction to Computer Science: A Structured
Bpproach. New York: West Publishing, 1979.

Keeling, B. Lewis, and Kallaus, Norman. Administrative Office
Management. Cincinnati: South-Western, 1983.

Lipschutz; Martin M:; and Lipschutz, Seymour. Schaum's Outline
Series, Theory and Problems of Data Processing. New York:
McGraw-Hill, 1981.

Murach,; Mike. Business Data Processing. Chicago: SRA, 1980:

Quible, Zane. introduction to AdminiStrative Office Management:

Cambridge,; MA: Winthrop Publishers, Inc., 1980.

Quible; Zane. Introduction to Word Processing. Cambridge, MA:

Winthrop, 1980:

Rademacher, Robert A., and Gibson, Harry. An-_Introduction
to Computers and Information Systems. Cincinnati: South-Western
Publishing Company, 1983.

Shelly, Gary, and Cashman, Thomas. Introduction to Computers.

and Data Processing. Fullerton, California: Anaheim Publishing
Co., 1980.

Spericer, Donald. Introduction to Information Processing.
Columbus: Merrill Publishing, 1981.

C
oo
C




References (Continued)
Stair, Ralph M., Jr. Principles of Data Processing. Homewood,
IL: Richard D. Irwin, 1981. AL

Terry, George R., and Stallard, John J. Office Manadement and

Control. Homewood, IL: Richard D. Irwin, 1980.

. Wanous, S. J. Introduction to Automated Data Processing.
Cincinnati: South-Western, 1983. '
@iii, Mimi;f&hd ﬁonétté, bakég éoncépté in Word ﬁrocéééing.
Boston: Allyn and Bacon, 1982.

'




