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= . " 'OFFICE OCCUPATIONS o .
CLERICAL VOCATIONAL CLUSTER PROGRAM L
MINIMUM APPROVAL- CRITERIA | :

L [

N : ‘ ( B \ -
The fo]]owing 1nformation is for use by d1str1ct level curriculum p]anners
teachers, regfona] coordinators or Department staff involved with new program
deve]opment r revisions of existing-programs. For more 1nformation about . :
~instructional content, see Dffice 0ccupations Curriculum Gu1de - 1983, ‘~- !
The minimum approval criteria for a Clerical Cluster program are set forth in
this document. The instructional content is outlined in terms of program .
descriptions, areas for training, program goals, course/cohtent 'goals and
sample. performance objectives < Course titles and descriptions are also ' .
1nc1uded '

.
b
N

The section. on organizational options is designed to 111ustrate a few of the

‘many ways to deliver the minimum instructional content required for an ' o
approved vocational cluster program. Please note that time is illustrated in. . |
terms of credits. Content is -i1lustrated by cqurse titles for ‘the instruc- - '
“tional level(s) to recognize that students from different grades may enroll .
in 6ne or more 1eveﬂs of .a program. . _ . o

~ L : o y ' -

w~ : :
The Clerical. C]uster program contains planned 1earn1ng activities 1nc1ud1ng a
combination of courses and 'practical work expériences concerned with.creat- =~
ing,. classifying, and filigg records; taking manual or machine- shorthand dic-
tation or transcribimg, from d1ctation/transcr1ption equipment; and carrying ‘
out general duties. ‘Places of employment. for secretaries or'administrative )
assistants would be general offices, banks, legal offices, medical of fices,
technical offices, dental offices, sales offices, or word processing systems

as- administrative support personne% - _
. , L . ,




Areas for Training . - S

: Computer.programmer trainee
Computer terminal operator
Data entry clerk

clerk '

Receptionisttswitcnboard eberator

‘Computer terminal operator
© Mail office c]erk

Typist-clérk ,

Genpral office c]erk | WOrd processind speeialist
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* Program Goals ’

. - . ]
L ' - . v
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| Students wj]] be. able to: - . o . . .

«

e ~ Plan, enter, and advance in an of\ice occubatTons career.
e Apply habits and work attitudes needed for success in_obtaining
. employment, ‘retaining jobs, and advancing in their-occupations.

L4

° Use appropriate skil]é‘in businesi'communicattbns.t

* .

° :WSo]VeebusineiE problems using computational skilﬁs.

o Perform 1nfotmation'proc6551ng tasks. SN e o

£y

(I .Eol1ew general offtce‘ﬁ}ocedures.

° Establish and matntain an appropriate work environnent,
,Identify a variety efwzareer options and career ladders
1nc}ud1ng-entrbpreneqrship available in clerical work:

. - . - L 1Y
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COurse/COntent.Goalsbrf

* CARBER DEVELOPMENT 4
Students will be able ta:

(Career P]anning) )/

I . goals, career requirements and 11festy1e preferences.

Descr1be the career ladders for advancement w1th1n each of the key
occupations '

Utilize commvnity resources for analyzing jobs and carders.

Apply decision-making skills in making career choices. . .

.
N . . * . ,2 ‘ . 4 L} .
. . .- :
) L . ) f e
o .
[

Assess their interest, aptitudes and ab111t1es in relation to career

¥ ¥ % % ¥ % ¥ ¥ ¥ % X ¥ % ¥ ¥ %X X ¥ ¥ %X ¥ ¥ % ¥ X,




Identlfy entrepreneurlal opportunlties in maklng career choices

: _(Job Seeklng) _ o f..' . . ) . o ) o

’ . 4 - ' .

iIdentlfy prlmary sources of 1nformat10n on job availablllty

.

_Complete a perSonal resume/data sheet on quallficatlons for employment

v Write a letter of appl1catlon for employment

Dress ahd groom appropr1gtely for job interviews.

Complete employment appllcatlon forms © R .

L ]

N Complete téstlng procedures requlred by - prospective employers
Use approprlate 1nterv1ew1ng skills. v .o L :
s Descrlbe legal aspects’ of hlrlng, 1nclud1ng both employgr and employee
rights.. , .
a v . > . M C .
(gob Retention and GYowth) e S
T : , e Conduct a sel?~evaluatlon of . personal tra&ts, Qﬁrk attltudes and career |
' . goals. . S . .
_'g / S ' [ ~ .
~Evaluate jobs. = - - o o : e
L 4 . . . ] . . . . <
Assess compat1b1l<ty of personal and career goals. \ .
Conduct self—apprajsals of job performanée , R k ~'-: o L ;:/-"
s Eﬁplaln the need to keep current on'technologlcaﬂ advancemgnts through
ntlnued educatlon and tralnlng . . o
HUMAN RELATIONS - . - I T
", . s : VR i T )
Students Wlll-be able to: . - o
- (Personal Traits) ‘e .
Apply Scceptable grooming and hygiene hobits. .
Apply efficient and productive work habjts including; :
v 4 ! L] ‘ . s . -
Time management, - « . Teamwork ! | L
Work flow management - Neatness : e ,
- . Punctuality ~ Initiative - - '
o - Regular attendance Self-evaluation .
. ' - Thoroughness . C o .
] ‘ ’ n. '. ' \
_ 3 ‘ ,
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. (work Att1tudes) B A s
| D, . - e o .- Co
Apply a pos1t1ve attitude toward work. ' "
“ . . ' .
- Deai with job stress and confdfct . RN g
" ’ _ ' ' '
Promotepa positive business 1mage with clients. S e
Show respect‘for authority. ' S -, : SN
. : L VL : - > . .
3 . : ) T, : L B
) ' Show respect for property - SR .
Demonstrdte respect for cQ~workersa- N
' - Accept and give constructiVe suggestions and pra1se as re]ated to job
. . performance ‘ . -,
' Accept results of performance appratsals as positive steps for 1mprove<v/
, ment in job rote.
| Apply ethigal: behavior inrthe performancé of work ass1gnments A
. . Lo
) Honesty S . o Conf1dent1a11ty L
" Loyalty ., ‘ : ﬂ”,' WO T
. \ . . o
Lo Originate work. / o S \2.
v T S . . . J
-Apply ability to cope with change. + _ I /
COMMONICATION SKILLS . .~ v
¢ . . . . " . . '
Students will be able to: C . Y
(Language skills) :-. N ’ ce e e T
Punctuate and. cap1ta}1ze correctly L. . . . L )
Apply spelTing ru]es \ ‘
Use grammar that 1s c0rrect and appropriate to bus1ness communications.
» . - .
. Divide words: correotly.. y '
 Use appropriate business vocabulary‘ A S
Use numbers: correct1y _ _ ' . _ |
qb Write 1egib1y . : | S
Use the‘follow1ng,reférence sources:- © o )
,/ ' : Thesaurus ' o . ‘ Company handbooks or procedures
’ - . Secretarial handbooks L manuals
4 . ' - ’ »‘ .
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Zip‘tode directory and other Teiephone dicectory

~ postal information - Oregon Blue Book and reiated
Almanac ;ﬁ K . "' government/ptblic resources y
Atlas ' ’ Catalogs :

Profe&sional/tnade pubiications Library
- .Equipmerit manuals

(Basic Verbd]/Nonyerba]'Ski]]s),1 . _ .

. 4 . .
Read with speed and comprehension

write Qusiness 1etters memorandums and reports

Speak effective]y in meetings and d cussions

Listen effective]y ST f”f J o

Use nonverba] communications effective]y

Body 1anguage ‘ © . - Voice inflection

(Proofreading and Editing) ‘“ . : | ’.' p
Use proofreading marks to indicate needed corrections.
Identify_errors jn_typing, erammar,_spe]ling_and word usage.

_Edit and revise text-on hard copy or CRT,

[ . e : ' s“
COMBUTATIONAL- PROCESSES :

StudentS'wiil be"abie tgy//)_ | . o -

(EPmputational Ski]]s) ) o

! r

A, subdract; multiply and divide whole numbers.

\Computer_with fractions; decimaisnand.percentages.

-Estimate ansWers . ¢ : -
o Solve practical probiems through appiications“oi\basic cqmputationai
skiils . >
' . iy . S’/

Soive business probiems on a 10-key keyboard ¢ ' P

N

' /- -
(Financiai Records) R . .

Perform the foilowing bookkeeping functions°

<

Record trahsactions . Record and maintain inventory
Prepare information for - . . records ’

financiaT records Operate a petty cash fund

o 1

‘.

. 4 » :
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RS Y Retrieve 1nformat1on'frem 4 .. .. Make ghange . ™ &L*‘W"L'fiJ
e S ffnanc1a1 records * . . Process accounts payaﬁTe .
S T . Prepare and'maifitain payroll ', Process gctounts’ receivable~:,
LA records ' Yo “fﬂ.é TR A AU
. E Perform the banking functions of a bus1ness office" A e
: Depopit funds LRI Reconci]e accounts . -
L. Maintain chétk register o 'Z_ . , | l )
INFORMATIQN PROCESSING o i A S
“'Stud_e'nts will be abje tor - N RN L RN
(Keyboam’ing) e - Wt e
_ Use correct keybparding yechniques 1n the opeJation of" o i L .
':q‘ﬂ Typewrfters o RENE Nord processor§ cwt 7
’ *J,Microcomputers S Data -entry termina1s .
Operate a 10 key keyboard by tough with acceptab1e 1ever of speed and
' acchracy R _ _ T S
Se]ect appropr1ate format for busiqess documents. o .2 ‘“
Produce business doogsents such as: o ",""~77f T L
X ‘Business letter and”envelopes ‘ Pre printed bus1ness forms such ’
Inter/intrazof fice communications ™ - "as chécks’;~purchase 1
Cards and labels . = e requis1t16ns, purchase orders,
_ " Manuscripts . ¢ . invoices, and vouchers - L ]
. Outlines : . ~ '‘Legal, medical and technical ' -
. T LR \7 : documents - e _
. Make correttions‘on'copy by: " o S T
“Erasing ) | Sgueez1ng and spreading . N
App1y1ng correction f1u1d and qackspacing and strikeovers on” . -
‘self-adhesive or paper tapes. .| correcting. typewriters and word
Correction tape on typewriter  ° .| processing: equipment - S
Correction paper. o . tting and pasting ' S
Perform routine ma1ntenance of equipment/ ardware. S S _:j
. _ . o
(Reprographics) B o . R g
Use effective formatting techniques in a11\methoﬂs of reprographics. -
Prepare~masters, select appropriate mater1¥1s -and operate equipment to S i
duplicate mater1als" “o | i | o e
B -Sp1r1t Qup11£ator S - Pho@ocopier, o o ' L
Mimeograph = -~ - | _ Offsef ey
. . . . R T : - LT A )
o ) ' ! T f? | . .

T T
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AL Heat sensitive duplication )

§ (Thermofax)
‘ ‘ ‘ Prepare paste ups for phoiocopytng ' . ' ‘f : !
&ﬂ' . ‘.. -0011ate and’ staple dup11cated materia]s N
‘ chate out51de\pr1nt1ng servttes avai]ab]e to_theﬁr off%ce. -
Operate'microfiche and m1cr6f11m reader and prtnter.' - B e .

]

(Informatton Processing Concepts)

Exp]aln that 1nformat10n proce551ng ‘1s the 1nteract10n of people, equip-
. ment and procedures in proce551ng 1nformat10n from-ideas into written _ .‘;
- documents. -

Use the vocabu]ary that re]ates to 1nformat10n processing such as:

. _ Cathode ray tube . Standa]one text editor vs. shared
- . Punched card . : logic system B '
, ' ‘Magnetic tape/card A Dedicated vs. nondedicated
E]ectrpnic typewriter . * . (software-based)- wystem
Disp] nondiép]ay - Networking C
F1 sk , - Peripheral devices _ .
' ) Phototypesetting; . S R -

he steps in the 1nformat10n processing cycle

Explain’ )
Input : . A -Reproduction
, Processing - ~ " Distribution
. Output o - Sforage/retrieval
. ' N’
7r‘; Explain the app]icattons of. 1nformat1on pracessing: o
Repet1t1ve communieations . Transcription typing | | e 5
(form letters) . Text preparation and editing ' ' -
o Combined repetitive and . Composition = - o : .
' -~ variable typing ({inancial - ‘

- statements and tab ]ations) o : . o - SR

‘List and explain careers ava11ab1e 1n'1nformat10n'proce551ng. . ¥

o ) s b\ : o . ' N |
‘GENERAL OFFICE PROCEDURES =~ ; N ' Y RN
Students will be able to: o -
(Mailing -and Shipping) | S | . | ' ‘ B
Process. incoming- mails - | | | | | '

Open and' sort - - Disthbute . :

Maintain reg1ster . ' ‘Read, highlight. and annotate
1o ,'




. . ' = -
Process outgo1ng ma11
/ . .
Fo]d and insert, 1etters and + Operate postage meters and scales
~ enclosurks in mailing envelopes Calculate postal rates
_ Address letters and packages Purchase postage for meters
. e S “Wrap and seal packages , . Process bulk mail
. . Manually stamp and seal enve]opes Use U.S. Postal “Service manuals
¢/ Forward mail . Arrange for freight express, ‘
. Insure, register- and cert1fyv maﬂ private mail and fast/overnm
“t - '-Prepare ma111ng Tists 7 . 7 mail services

. w - + Trace mail _ \

. . N :. ‘. .o . . . :
/’ . e : - /
e1ecommunicat1ons) : o o )
. , \ .

Use appropriate procedUres and vo1ce ski]]s in answer1ng a telephone '

'P]aco 1oca1 Tong distance and conference telephone ca]ls o

I'd

Transfer or refer te1ephone calls to other areas and departments
.achreen te1ephone calls for emp]oyers and Superv1sors |
Send and rece1ve te1egrams mai]grams and cabtpgrams ‘s

Place cal]s with cons1derat1on to the time zones of the rece1vers
Ma1nta1n record of 1ong -distance te]ephone cal1s ‘
Explain trends and changing techno]ogies in te]ecommunications such as:

-wElectron1c mail " < Modems ~ - e
! - Facsimile . * - Teleconferences . .

(Receptionist Techniques and Tasks)‘
o Receive and host office visitors.
Prov1de 1nformﬁt1on to v1s1tors
Screen visitors for persoﬂas meetings with bus1ness staff

Introdﬂ‘t'v1s1tors to office staff. L
-

. Assist v1s1tors to appropriate 1ocat10ns'fn oﬂfice area v . 3
S . . .
‘Maintain v1s1tor 1og ) {
Order and maintain supplies‘*?tqr{ e\:ffice I .
\

Receive and de]iver business messages for the staff .
”

Matnta1n a pos1t1ve relatidnship with v1s1tors

L0

»
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,
E Arrange guided tours for v1s1tors e . B . _ ,
) . » ey ) . * ‘
'Maintain g‘c}ean and orderly reception area. ' . . :_- '~_ . __; " ‘ !
, | Hand]e crisis-situations that arise-in the offtée:zz'" 9
‘ . L \ , ) . . ' . - . N - . 3 .
‘ Emergencies . ' o © Security ' ; .
-+ -Trate customers - - I R o L '
- L : _ S —_— Lo
_Explain the<doyistics of the office: ' . - ' o : S
f . .- staff assignments and - - " Resources available to the office
responsibilities -~ . : B _<('; ,
(Records Management) Lot o . -
. Ekp]ainucommon methods of records storage: o ,_c" ’
Electronic ', .. " Microfitm - o Y
Migrofiche - » | : S . ET H
EstabTish, supervise and/dr maintain files, Lo - .
. . ' . ‘ N .
Establish and/or maintain f111ng systems e . o “N\\~'
I : - " o
- Alpha/numeric‘- ' Subject ' Y, . L .
‘ ‘ Geographic. o ' : . _ i A
. , . . A . ‘\'0
Process sort and f11e business records according to the rgecords manage- o
ment system v , s . SR
<. ° ’ . i ¥
Standard documents = . Magnetic media
: Computer printout records Microfiche and m1crof11m
b Computer tape records : . :
" *Handle c]assified and confidential files. o - - N
Retrjﬁve needed information from files. ' : . S " -

Admihister'charge~out procedures for files.
‘ e £stablish and/or matqtain Cross- reference 1istijngs

L Maintain security on confid¢ntia files. j?\\ \<;s\\

Merge and?or\révise files. S . 3T s 't

~

" Apply procedures for purgfhg of fiTes:

Transferral of records from active to 1nact1ve files: ,
Disposal of unﬁeeded records S | e

. VAR : . "

Supervise the maintenance of decentralized files.

. . ) L . . g o . .
4 - .
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WORK. ENVIRONMENT

- Students will be aple to: | Fad

A

o
N . o | .
‘Understand the requirements of a productive office environment.

. -

' Set up approbrfaté personal work stations..’ {(. - L .

Arrange work schedules to enhance the work env\ronment.inc1uding.time for
lunch, breaks and work-related errands. S I

:work safely 1n an office environﬁent.

o
- — ) : 'i -..\.
++|  sample Pérforméhce Objectives N . ) .
'Sfudents will be able to: | '
@ ’ .'; [ ) ‘
Process outgoing mail.
‘Given én.in—haSket exercise,*fhe student will correctly prioritize
10 .pieces of mail with 80 percent accuracy. '
" Use appropriate procédﬁreé and voice skills in answeripg a telephbne..
. Given é role‘playiné situation in which the teacher places a.call,
. the 'student will answer the call and record the necessary message
with acceptable ratings on all items of the Telephone Manner and
bits Checklist. - - o g
Establish and/br'mainfa1n fi]ing systems.
" Given a 1ist of -21 company names from-the local telephone directdry-
(at least three in each 1etter,groqg}ng;'i,e., Blain, bostch,
Brook), the student will ihdex. each mwame and then write or type an
. dlphabetical listing with 90 pérzent accuracy. .
v ., ~ - \ | b
Course. Tit1les and Descriptions - ' I : 33

"OFFICE PROCEDURES (Year): Office procedures is often referrw as the
"capstone course" of an office occupations program because it \gles.together
the knowledge ando skills acquired in other business courses. It also intro-
duces the student to new, related subject matter, adding to his ‘or, her compe-
tence as a future office employee, . = o , :

Officé;procédures should estaﬁ]igh a 1ink-between school.and business, and
should, therefore, include all information, procedures and equipment typi-

cally used in an office. This includes training in word and data processing,
~mailable letters, letter.writing, calculating machines, mﬁil ‘ S

and
. _ . .
10 . . ’
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'shippipg services, .filing and records management, . reprographics, financial
‘records, telephone techniques and ‘transcription. The course also-includes
- job app]ication and career information, emphasizing the deve1opment of pro-
ductive ‘attitudes and work habits. . . ‘
“Instruction may be provided through traditional classroom techniques. indi-
vidualized-instruction (open lab), mode] office, of fice-simulation or a com-
‘bination ‘of these approaches. The course should be used as the related.
classroom instruction for office occupations students participating in cobp-

erative work experiences. For those studenta, classwork is correlated jth

actual ‘experience in a business office. .Osually students spend half the - .

N school day in classes_ant the ‘other half in an office. Classwork concen- .
trates on- office occupations skills and procédures, although additional work
may be assigned to students in speﬁiftc areas where Job performance shows a -~
..need for it. ,

TYPING 11 (Year): In‘advanced typewritthg, students deve]op emp]oyment '

skills. Production work is the majgr emphasis of the course, and includes

typing manuscripts, stencil and spirit masters, programs, mingtes of .meet-

- ings, statistical tables and business forms. Students learn to dictate at -

.the typewriter and correct errors. They perfect their typing skills through
assignments that are typicaltof actual office work.

~ OFFICE MACHINES (Year). Schools can teach machine skills several ways, One
~is to offer a separate office machines course. Amother approach is to teach

these skills -in other courses such as office procedures, business math and:

advanced typing. A third -alternative is to affer office machine 1nstruction '

in a sk111s 1aboratory w1th individualized teaching B

" As a separate course, Office: Machines teaches students td‘so]ve business /

problems by using various business machines such as the electronic calcula-
, tor, reprographic equipment, d1ctat10n/transcr1pt10n equipment and word/data
processing equipment. - .

BUSINESS COMMUNICATIONS (Semester): Business Commpunications emphasizes gram-
mar and writing for business letters. Students should also’study the various
types of oral communications, including listening, speaking, dictation and
telephone techniques, as well as the process and theory of communications’,
‘nonverbal communication,,reading for comprehension proofreading and editing.

BOOKKEEPING/ACCOUNTING Y, (Year): Bookkeeping/Accounting I gives students
experience maintaining financial records, along with interpretihg and
analyztng them. Practice sets with business papers may be used to emphasize
record management. Instruction in the application of electronic data pro-
cessing may also be integrated throughout the course. The fundamentals and
terminology of accounting are emphasized “ ' . : :

¢ . :
JThistcourse usually 1nc1udes the-bas1Cfmethohs of computing, classifying,
recording and. maintaining numerigal data involved -in- financial and product
control records, including the paying and receiving of money. Career objec-
tives related to bookkeeping and accounting are 1dent1fied and ‘discussed.

CQDPERATIVE WORK EXPERIENCE The term "cooperative" refers to the. working
relat1onship between ofkmpe occupations, participating bus1nesses and local’
el Lo . ' “’. 4] ._“._. .l] s ’ . \ '
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sqhod]s,‘.Office occupations ipstructors and employers work together to ' -
develop onithe—job'learnjng experiences which will reinforce classroom, -
instruction. Students are awarded credit for ‘these experiences. Employers
help cogrd1nate on-the-job.activities and supervise trainees. Students,
teachers and employers plan‘and,éValuate the proéram on a.regufar basis.
. The office ogcupations {gstructor and employer outline -individual student's
_responsibilities and. trdTning expertences on the job in a'written document
called a training agreement. Job experiendes are coordinated with classropm
 instruction and opportunities areyfdentified for the §tudent to apply cur- .
_ . riculum on the job. The agreement is usually signed by the employer, stu~ -
L 0, d@nt, teacher, and parents or guardian; it requires schog approval. A y .
written learning program known as a training plan details the task to be ' -
~ learned by individual students, *and may suggest learnipg-activities for each
. -task. Plans segve as a structyre for learning experiences and can .also help.
" "in evaluating student progress. Plans cgn be maintained by, students to.Mhelp

them .develop a.5Sense oé responsibility for their own progress. Sy
" ' i 4,' P , } .
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Minimum Clerical Vocational Cluster Approval Criteria N
k _ ] . ) o . . . . . .
' In addition to speciffc cluster criteria, state-approved vocational programs
shall meet the criterja for approval of all secondary vocational education
_instructfon as 1isted in the Handbook of Policies and Procedures for Voca-
tiopal Education Instruction 4n «regon Secondary Schools, 1985.
Criter1afbut11ne:' - . L \
o K ; 0A4'cred1ts~(130 hours per credit).offered w1th1n_a max imym of four years:
e ' 1 credit of office procedures, : ) - ' '
o ’ - credit of second-year jstyping ) oo F
- 2 credits to include an! of the following or the.equivalent:
_ /2 credit business communications .
~ 172 credit office machines
. ¥ 1 credit accounting ’ |
- 2 credits clerical-related cooperative work experience
¢ ‘Instructional timé blocks of sufficient duration for skill development
to meet industry standards. .~ N : . A
¢ : . . s :
e Program goals, course goals-and instructional content which reflect
.thosg in the state cluster brief. - , L
) ) . ‘ . 'l ) . N d .a
e Provision for ggggpatipna] cooperative work experience .
o Vocationally certified teacher. , '
¢ Ah active, représentatiye occupatioha],adVigory committee,
. e Future Business Leaders of America (FBLA)%as an integral part of’@gf
' ' . , ] T

. 1n$truct10na1 programe L .
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Organizational Options

-There are many acceptable options for delivery of .instructional content while
assuring that. a qua]ity program is provided
schedule classroom and laboratory activities to accommodate studepts and
- facilitate 1ea§h1ng

school or altefnate days.

.(\?

Options:

a . L 4

A:  FOUR-YEAR
PROGRAM..

B THREE-YEAR
PROGRAM

C:- TWO-YEAR
PROGRAM

‘Q

Year 1

Year 2

Year 3

Year 4 °

Year 1

Year 1

-Year 2 %

A

Schools have the opportunit

-

’

K to
o .

.Delivery options 1nc1udé after school, weekq&ds, summer

Accounting 1
1 Credit

Office Machines
1/2 Credit

Typing 11
1 Credit

i

/

Communications
1/2 Credit

Bus

CWE
1/2 Credit

-

Office Proiedures
1 Cred

CWE
1/2 Credit

’

4

Accounting 1
1 Credit

0ffice Machines
1/2 Credit

L3

o R4

Typtng I1
1 _Credit

Communications
1/2 Credit

Bus

M

T

L4

a

0ffice Jrocedures
1 Credit

CWE
‘Credit

Typing 11
1 Credit

Accounting I
1-Credit

e

Office Procedures

1 Credit

CWE
] Credit

L]

<

If you need technical assistance, call the Occupational Program Speeialist

“at the Department of Education,

appear on the first page of this document

ah/70010v
101084

The specia]istfs name and phone number

578% 198099y



