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WORKPLACE LITERACY

Performance Modules

(9)

Stock Supplies

Clean Work Area

Greet The Customer

Take The Order

Process The Order

Complete The Order

Set-Up Cash Drawer

Ring Up Sales

Check Out At End of Shift



Clean the Work Area
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C!IRRICULUM DEVELOPMENT WORKSHEET

=

® You will use (Tools and Equipment);
Glass Cleaner, Broom, Cleanser, Soap/Detergent,

Mop and Bucket

™ Pre-Test Description:

. Take Pre-Test
Read Introduction
. Discuss Introduction
Observe Demonstration
. Discuss Procedure
a. Windows & Shelves
b. Floors
¢. Counters
6. Practice Procedure
7. Take Post-Test

oimmmmmmm

m Your DUTY is: PrepllingmeWakAm T

1.
2.
3.

PP S———y——v—y

Teacher Activities:

Give Pre-Test
Allow students 10 read introduction

Introduce task through lecture/
discussion

. Provide a demonstration
. Provide each student ample

opportunily to practice the task

. Provide ample supervision and
eedback

fi

. Provide for questions and answer

session

. Give Post-Test

10)

References and Resources:

You will be successful when (Cr

The work area is cleaned and sanitized according to employer’s

specifications.

3 items for each communication skill, written items for the task and a performance test.

Materials Needed: [¢})]

Laboratory Simulation
Transparencies

iteria):

Related Instruction:
(Prerequisites)

Communication Skills:

L13, 15, 17, 18, 20, 27, 37,
43, 46

Attitudes:
Dependability

Initiative

,?DO!“ co




LEARNING MODULE

Duty: Preparing the Work Area
Task: Clean the Work Area

I——————— . Y
Pre-Test Notes

1. Sanitizing or cleaning prevents the spread of:
a. dirt The pre-test includes 3 items for

b. soil each communication skill.
c. food Answers:

d. germs

2. Which of the following is a cleur sign that a business
is clean and sanitary?
a. the food service worker's appearance
b. the number of customers who are served
c. reasonable prices
d. the order of equipment

3. When someone cuts their hand, what should you do?

0 00NN h W=
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use ice packs and dress

run under cold water and dress
apply direct pressure, clean, and dress Learners can "test out” of any
run under warm water and dress communication or computation

skill if they answer 2 of the 3 items
4. Food service businesses are rated by health inspectors. "
What is the highest and most desirable rating? correctly.

a. A
b. B
c. 1
d. II

oo op

5. Which of the following is the best definition of sanitation?

a. safeguarding people's health through cleanliness
b. harmful bacteria in foods

c. achemical that kills harmful animals and bugs
d. illness caused by poisons

© 1989 Lo-, Angeles Unified School District 1 *TSD 0186 CO
Q .
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Duty: _Preparing the Work Area
Task:__Cican the Work Area

Pre-Test Notes

6. Clea .ing out the storeroom without being told is an
example of:

a. loyalty.

b. initiative.

¢. dependability.
d. thoroughness.

7. Following instructions exactly is an example of
which of the following characteristics?

a. tactfulness
b. loyalty

C. dependability
d. self pride

8. Standards for sanitation in food service are established
and enforced by laws known as:

a. D.S.S. rules.

b. RD.A.

C. sanitary codes.

d. Califomnia Department of Health Regulations.

9. Which are pests thut are a bother to food service businesses?
a. roaches ‘
b. fleas
c. ticks
d. mice
10. The science of cleanliness is known as:

a. deodorize
b. sanitation
C. sanitizes

d. disinfected

es U District 7. 1SD 0186 CO




LEARNING MODULE

Duty: _Preparing the Work Area
Task:__Clean the Work Area

What: (Performance Objective)

You are preparing the work area

You will clean the work area

You may need to use glass cleaner, brooms, cleanser,
soap/detergents, mop and bucket

When: (Criteria)

You will know that you have successfully completed
this task when you have cleaned and sanitized the work
area according to your employer's specifications.

The work area must be cleaned to:

1. prevent the spread of germs.
2. comply with local and state sanitary codes.
3. keep the food service business open.

Notes

© 1989 Los Angeles Unified School District 3
Q
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'LEARNING MODULE

Duty: Preparmg the Work Area

Task: Clean the Work Area

Introduction:

Cleanliness is very important to the food service industry.
Local and state health departments inspect food service
businesses regularly and have the power to shut them down
if they are not clean and sanitary.

The science of cleanliness is known as sanitation.
Sanitation is to protect peoples' health through cleanliness
which prevents the spread of gerins. The most common
carrier of germs in food service businesses is the roach.

Local and state public health departments establish
standards for sanitation in the food service industry. These
standards are known as "sanitary codes.” Local and state
health departments rate food service businesses by sanitary
codes. A rating of "A" is the best.

A good sign of cleanliness can be the food service
worker’s appearance. The food service worker should take
the time to be clean without being told. Cuts and bumns
should be treated quickly and care taken to prevent infection.

Cleaning the work area is therefore an important task.

A dirty or unsanitary work area can add to the spread

of disease and cause the business to be shut down. The
food service worker needs to be dependable by following
sanitution directions accurately.

When cleaning the wetk area, you will need to:

1. Remove unnecessary items
2. Clean surfaces

Notes

Define "cleanliness."”

Discuss local and state health
departments, who they are, and
what their responsibility is to the
public.

Discuss how food service
establishments can be closed
when found to be unsanitary by
health department officials.

Discuss how discase can be
spread when facilities are
unsanitary.

Discuss the roach in food service
establishments . . . draw parallel
to pests in the home.

Describe sanitary codes.

Explain who local and state
health departments are.

Describe the rating scale
mentioning that it goes from "A"
tO ”DN with "AN uing mc t@
rating.

© 1989 Los Angeles Unified School District 4
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Duty: _Preparing the Work Area
Task: Clean the Work Area

Observe the demonstration on cleaning the work area.
Observe that each of the following steps was completed.

The person doing the cleaning:

1. removed unnecessary items.

2. cleaned surfaces.

Demonstration: Notes

Demonstrate the task.

Advise learners that they should
take notes in more specific detail
than the two steps. Demonstrate
one of the tasks described in the
"Instruction" section which
follows.

© 1989 Los Angeles Unified School Disict

12
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 LEARNING MODULE
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Duty: Preparing the Work Area
Task:__ Clean the Work Area

6.
7.

1. Clean counters of all items.
2. Scrub counter using cleanser.
3. Rinse counter.
Practice the procedure.
Take the Post-test.

. __j e
Instruction: Notes
1. Take the pre-test. . Give the pre-test. Explain that
a person can “testout” of
2. Read the introduction. communication units by passing
2 of 3 items for that unit.
3. Discuss the introduction.
. Allow leamers to read ine
il 4. Observe the demonstration. introduction. Discuss what
they have read.
5. Discuss the demonstration and the following specific . .
prcedures: . Provide a demo for pcrfqmnng
Procedures than the ewe listed
. two
TASK: Wash windows and glass shelves. . m:?;mus toctakc nostes in
SUB-TASKS: more specific detailtobe
5. lslemove display items from shelves. discussed afier the demostration.
. Spray cleaning solution on glass. .
3. Take dry cloth and wipe glass dry avoiding streaks. : g“;ewmfzs‘“m@be‘g °°g‘£sc°’ the
4. Retum items for display. tasks described and discuss
the differences when working on
TASK: Clean floors floors, windows, or counters.
SUB-TASKS: . Eeo‘llidc ample OPMtKimr
;. gtan in one comer and sw;ep to:l:d center of room. caner to practice
. Sweep with a smooth stroke so dirt won't scatter. . :
3. Pull chairs out and sweep under tables. ) goxs:?‘p ::dn?.g&k
4. Move plants and trash cans. '
g. lS)lweepspo sg?f l:i':. pile and then into a dust pan. . Provide for a question and
7. :_ng mop bucket with clear hot water and add answer session.
sinfectant. . _
8. Thoroughly wet mop and wring dry. . Give the Post-test.
TASK: Clean Counters.
SUB-TASKS:

© 1989 Los Angeles Unified Schoo: District 6
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Duty: _Preparing the Work Area

Task: _Clean the Work Area

—_———  ————————  ———  — ——— ———————— ——

Practice: Notes
Your instructor will allow you to practice the task, Clean Provide setting for performing
the Work Area. Practice one of the tasks described in the the task given all three situations.
instruction section of this module. Be sure to complete each '
step. _ Supervise the learners to make
Your instructor will be watching to make sure you dc the sure they perform all the steps.
jobright. Your attitude is very important and a good attitude
will result in a job well done Carefully observe. Be helpful.
Begin your practice. Allow practice until you feel
learners have developed skills,
will take initiative when performing
the task and are dependable.

<

s i ——
© 1989 Los Angeles Unified School District
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Duty: Preparing the Work Area
Task: Clean the Work Area

Post-Test

The post-tesi is the same as the pre-test.
7 eed to answer 2 of the questions correctly for cach
communication skill. If you cannot do this, you will be
provided additional instruction and practice.

You must answer all questions for the task to successfully
complete this module.

After surcessfully completing the written test, you will
perform the task for your instructor. When you successfully
perform the task, yov can go on to the next module.

Notes

To successfully complete, the
learner must pass each
communication skill.

The learner must perform the task
competently demonstrating
application of knowledge, safety,
and procedure skills.

Learners with weaknesses need to
I»e counseled to repeat those areas
until they gain acceptable
proficiency.

1J0 cles U stnct B
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CURRICULUM DEVELOPMENT wokxsnEE'r

o) Your DUTY Is: nmmewm:m.

«: Your 'rAsx Is to: Stod‘suwhu

You will be successful wher (Creh):

Sumlnex are stocked, organized, handled and in quantities
speclﬁed by the employer.

3imnfaudmmhmﬁwmmﬂl.mmimfaﬂcmmapafmm.

I (1) Post-Test Description:

o Lurner Actlvllles' ® " Teacher Activities: 10) Materials Needed: Related Instruction:
(Prerequisites) -
1. Take Pre-Test 1. Give pre-test Laboratory Simulation Communication Skills
2. Read Introduction . Introduce the task Transparencies L3, 10, 13, 15, 17, 18, 20, 27,
3. Discuss Introduction through lectureiscussion 37,43, 46
4. Observe D.unonsuatim . Provide a demonstration Computation Skills
5. Discuss Procedure
6. Practice Procedures ;P'tnog‘zdemhmm M1,3,4,5
7. Take Pomt-Test practice Attitudes
" 5. Provide ample supervision Responsibility
“ and feedback Examine (accepting)
Practice safety
. Provide for a question
and answer session
. QGive posi-test

\‘l
— e — e —————————
l: D Los Angeles Unihed School Disinct |f|)0|75 ‘xi 8
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LEARNING MODULE
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Duty: _Preparing the Work Area

Task:__Stock Supplies

Pre-Test

1. Which of the following is NOT important when stocking
supplies?

a. inventory what is needed

b. count inventory

c. getinventory

d. place items in proper location

2. Stocking supplies is important to the:

a. customer.
b. business.
c. neither the customer or the business.
d. both the customer and the business.

3. A well-prepared work area will make sure that there is:

-m—_—*—q——

Notes

The pre-test includes 3 items for
each communication and
computation skill.

Answers:

Cadiie A o o o

Learners can "test out” of any
communication or computation

(™ 1989 Los Angeles Unified School District

i

p.n

skill if they answer 2 of the 3 items
a. better service. correct.
b. a messy appearance.
c. clean plates.
d. a better inventory.
1 TSD 0168 CO



LEARNING MODULE
Duty: Preparing the Work Area
Task: _ Stock Supplies

Pre-Test Notes

4. A well managed business would be one that:

a. rotates stock yearly.

b. orders supplies when inventory is out.
c. keeps an adequate inventory.

d. cleans shelves yearly.

5. When using a knife, always cut:

a. toward your body.

b. with both hands.

¢. with two people around.
d. away from your body.

© 1989 Los Angeles Unified School District 2 “TSD 0168 CO
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| LEARNING MODULE
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Duty: _Preparing the Work Area
Task: __Stock Supplies

Pre-Test

6. Who should be responsible for stocking supplies?

a. stock person
b. customer

c. manager

d. supervisor

7. Which of the following would not be a "work area” for
a stock person?

a. salad bar

b. serving table
d. parking lot
d. kitchen

—_—

Notes

& 1983 Tos Angeles Unified School District 3



LEARNING MODULE
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Duty: _Preparing the Work Area
Task: Stock Supplies

You are preparing the work area
You will stock supplies
You may need to use a knife

When: (Criteria)

You will know that you have successfully completed
this task when you have stocked supplies in the quantities
specified by the employer, when you have handled the
supplies carefully and safely, and when they are organized
and neat.

Why:
Supplies must be stocked so:

1. the customer can better be served.
2. the business operates in a more productive way.

What: (Performance Objective) Notes

Explain "duty"

Explain "task"

Use transparency

Explain that criteria may vary
from employer to employer.

Use transparency

Explain that service and image

are important

Use transparency

Q

© 1989 Los Angeles Unitied School District

TSD 0168 CO




_LEARNING MODULE
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Duty: __ Preparing the Work Area
Task: Stock Supplies

Introduction: - Notes

To do any job well requires the work area to be Discuss the following:
prepared in the correct way. In the food service business,
it is upsetting to customers to have to wait for eating utensils
(forks, knives, spoons), condiments (salt, pepper, catsup)

1. What is a work area?

2. Safety practices.

or service because of poor preparation. - using a knife correctly,
etc.
Stocking supplies is an important task when preparing 3. What is inveniory?

the work area. Well stocked shelves are a convenience to
both the customer and business and provides a picture of
a well managed operation.

When stocking supplics, you will need to:

1. inventory what is nceded
2. get the needed items
3. place the items in their proper location

If you have any questions when stocking supplies, talk
to your supervisor.

€ 1989 Los Angeles Unified School District s TSD 0167 CO
\‘l




- LEARNING MODULE
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Duty: Preparing the Work Area
Task: _Stock Supplies

Observe the demonstration on stocking supplies. Observe
that each of the following steps was followed.

The stock person:

1. inventoried the supplies that were needed.

" 2. went to the place where the stock was kept
and got the items that were needed.

3. placed the items neatly where they were
supposed to be.

List in the "Notes" column additional things you observed
tat will help you leamn to perform the task.

Demonstration: Notes

Demons_ate the task.

Adbvise leamers that they should
take notes on things they observed
that will help them perform the

task.

© 1980 Los Angeles Unified School District 3
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Duty: Preparing the Work Area .
Task:__ Stock Supplies
Instruction: Notes
1. Take the pre-test. . Give the pre-test. Explain that
a person can "test out" of
2. Read the introduction. communication and computation
units by passing 2 of 3 items for
3. Discuss the introduction. that unit.
4. Observe the demonstration. . Allow leamers to read the
introduction. Discuss what
5. Discuss the demonstration and the following specific they have read.
procedures:
. tP;lrovidt: a l‘}emo for performing
e task. Use more specific
TASK: Store food and supplies. procedures than those listed.
SUB-TASKS: Ask the leames t0 take notes in
. . ) more specifi t
1. Obtain bills and check the manager's bill against the discussed af:er the d:mosu-aﬁon.
supplier's bill.
NOTE: Be sure that all bills match (numbers, prices, . Allow the learners to consider the
business name and list of items). task as described and discuss
2. Begin storing merchandise as soon as it is checked. the differences.
3. Is{e igerate food that can spoil.
. Store cases on wooden pallets or shelves. . Provi le opportunity f
3. Opesg (iartons and place cans, napkins, straws, etc. the lcg,i,f,”& ;;cﬁce them
on shelves.
NOTE: Be sure new items are put behind old items i i
so old items wiil be used first. ' :‘,opewrefs:,?‘p lf,d“'f';gf’,ﬁck
6. Place frozen foods in the freezer.
. Provide for a question and
6. Practice the jure. answer session.
7. Take the post-test. . Give the post-test.

Q

© 1989 Los Angeles Unified School District

TSDO168 CO




LEARNING MODULE

Duty: Preparing the Work Area
Task: _Stock Supplies

will result in a job well done.

Begin your practice.

e ——————————————
Practice:

Your instructor will allow you to practice the task, Stocking
Supplies. Practice the task described in the instruction section
of this module. Be sure to complete each step.

Your instructor will bz watching to ma~2 sure you do the
jobright. Your attitude is very important and a good attitude

Notes

Provide setting for performing the
task. If possible, provide more
than one situation.

Supervise the leamers to ensure
they perform all the steps.

Carefully observe the leamners.
Be helpful.

Allow practice until you feel
learnicrs have developed skills,

will take initiative when performing
the tasks and are dependable.

€ 1989 Los Angeles Unified School District

TSD 0169 CO
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Duty: Preparing the Work Area
Task: _Stock Supplies

Post Test Notes
The post-test is the same as the pre-test. To successfully complete, the
learner must pass each
You need to answer 2 of the questions correctly for each communication and computation
communication or computation skill. If you cannot do this, skill.
you will be provided sditional instruction and practice.
The leamner must perform the
You must answer all questions for the task and all .afety task competently demonstrating
questions to successfully ~omplete this module. application of knowledge, safety,
and procedure skills.

After successfully completing the written test, you will
perform the task for your instructor. When you successfully Leamners with weaknesses need
perform the task, you can go on to the next module. to be counseled to repeat those
areas until they gain acceptable
proficiercy.

€ 1959 Los Angeles Unified School District 9 TSD 0169 CO




Greet the Customer
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CURRlCULUM DEVELOPMENT WORKSHEET

,,,,,,, [ ———— e ——

m Pre-'l‘ut Ducrlptlon'
3 items for each communication skill, written items for the task and a performance test.

Lurner Actlvltlw o Teacher Activities: 0) Materials Needed:
i
1. Take Pre-Test 1. Give Pre-Test Laboratory Simulation
2. Read Introduction 2. Allow students to read introduction Transparencies
> tioa | 3. Introduce task through lecture/
, ) ce 1
4. Observe Demonstration discussion
5. Discuss Procedure )
a. Walk-in 4. Provide a demonstration
(or with rescrvation) 5. Provide each student ample
b. Telephone opportunity to practice the task
6. Provide s ision and
6. Practice Procedure | fm'mﬂ‘ upervis
7. Take Post-Test
7. Provide for questions and answer
session
8. Give Post-Test

QO  Post-Test Description: Same as Pre-Test

© 1989 Los Angeles Unthed < -hool Distnet

M References and Kesources:

You will be successful when (Criteria):
The customer was greeted according to the employer’s specifications.

an

Related lnslructlon-
(Prerequisites)

Communication Skills:

L1,7,11,12,20,27,39,40,41,
43,44,46

Attitudes:

Smiling
Courtesy

15D 0192CO
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Duty: Serving the Customer

Task: __Greet the Customer

Pre-Test Notes

1. How often should food service workers wash their hair?
a. daily The pre-test includes 3 items for

each communication skill.

b. once a week
c. as often as needed Answers:
d. twice a week

. Which of the following best describes how a food service
worker should act when greeting a customer?

N

a. frowning
b. concerned
¢. smiling

d. thoughtful

3. Assist the customer with coats and packages when they are:

0NN W

a. leaving.
b. being greeted.
c. arriving.
d. being seated.

4. Before seating customers, be sure to ask if they: Learners can "test out” of any
communication skill if they answer
2 of the 3 items correctly.

[—y
=4
P P Ao P® oo o P Ao o

Pt
Pt
.

12.

a. wish a smoking or non-smoking section.
b. have any money.

c. will be having a full meal or just coffee.
d. have had a good day.

5. You should identify the business and vourself when the
customer:

a. arrives.
b. leaves.
c. orders.
d. telephones.

© 1989 Los Angeies Unified School District 1 TSD 0193 CO
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“LEARNING MODULE

Duty: Serving the Customer

Task: Greet the Customer

6. When serving a customer on the telephone, you should:

a. always answer before the fifth ring.

b. use a natural voice.

c. put the customer on "hold" to appear like you're busy.

d. don't answer if you are serving another caller on
another line.

a. use abbreviations to save time.

b. record all of the needed information.
c. tudk quickly.

d. talk softly so you appear relaxed.

8. Which of the following is most important when serving a
customer on the telephone?

a. courtesy
b. eye contact

c. smile

d. personal hygiene

9. A "walk-in" customcr 15 one that:

a. telephones in an order and then walks-in to get it.
- b. comes in unannounced for service.
c. makes a reservation.
d. picks up an order for another person.
10. When seating a customer, always:

a. give them an ash tray.

b. take their hats.

c. make sure there are condiments on the table.
d. present them with a menu.

7. When serving a customer on the telephone, it is important to:

Pre-Test Notes

© 1989 Los Angeles Unified School District 2

32
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Duty: _Serving the Customer

Task:_ Greet the Customer

11. How should menus be placed in front of each guest?
a. from the left with the left hand
b. from the left with the right hand
c. from the right with the right hand
d. from the right with th- left hand

12. When seating customers, you should first pull out:

a. the lady's chair.

b. the first person's chair.
c. the chair for the host.
d. all of the chairs.

Pre-Test Notes

© 1989 Los Angeles Unified School District k!

TSD 0193 CO
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Duty: _Serving the Customer

Task: Greet the Customer

-_—
What: (Performance Objective) Notes

You are serving the customer
You will greet the customer

You may need to use menus, serve water and other
things that wil' satisfy the immediate needs of the
customer.

When: (Criteria)

You will know that you have successfully completed
thic task when you have greeted the customer according

to your employers specifications.

The customer must be properly greeted to:

1. prepare for further service.
2. reflect a positive image of the business.
3. encourage repeat business.

198 instrict 4 TSD 0193 & I’ul
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| Duty: _Serving the Customer

Task: __Greet the Customer

Introduction:

Greeting the customer is very important. A first impression
can be a lasting impression. A proper and friendly greeting can
keep a customer coming back.

In the food service business, you can greet the customer
cither as a "walk-in" customer or over the telecphone. A walk-
in customer is one who comes to your business for service with
or without a reservation. A telephone customer could be making
a reservation or placing an order.

You should be properly groomed according to your employer’s
requirements and address the customer with a smile and in a
friendly way. If greeting the customer over the telephone, yoa
should be courteous, helpful, and friendly.

You should assist walk-in customers when they are being
seated. You should inquire whether they wish a smoking or

on-smoking section. If assisting with seating, always help
a lady first. You should also help to store coats and other
belongings.

When presenting a menu, always present the menu using your
left hand and from the customer’s left side.

When greeting customers over the telephone, identify yourself
and the business you represent. Talk in a natural voice and be
courteous to the customer. Be sure to record all of the necessary
information to serve the customer 2ad repeat the information
back to the customer for verification. Be polite and friendly
when ending the conversation.

In general, when serving the customer, you will:

1. acknowledge the customer promply.
2. determine the customer’s needs.

Each employer will be more specific in their requirements for
greeting the customer.

—_ 73

Notes

Discuss "first impressions”
(attitudes, grooming, etc.)

Discuss the differerice between
walk-in versus telephone
customers.

Discuss ways customers can be
assisted:

a. smoking or non-smoking

b. help with coats and bags

c. seat ladies first

d. getting water

¢. other immediate comfort
needs

Discuss proper way to present a
menu (using the left hand and from
the left side)

Discuss greeting the customer over
the telephone:

a. attitude

b. gctallmformanon

c. repeat in“ormation including
price

d. end conversation courteously

Emphasize that each employer
will have specific procedures for
greeting the customer.

1989 Los Angsles Unified Schwol District 3
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Duty: __Serving the Customer
Task: _ Greet the Customer
Demonstration: Notes
Observe the demonstration on greeting the customer. Demonstrate the task.
Observe that each of the following steps was completed.
Adpvise learners that they should
The person doing the greeting: take notes in more specific detail
1. acknowledged the customer promptly. than the two steps Jisted.
2. determined the customer's needs. Demonstrate each of the tasks
described i "Instruction”
List in the "notes" column more specific details from csc:nbed m the “Instruction
) section which follows.
your observation.
é Em Unified School District 6 TSD 0193 CO




Task: ____Greet the Customer

—

—
— —

Instruction:

1. Take the pre-test.

. Read the introduction.
Discuss the introduction.
Observe the demonstration.

“wos W N

Discuss the demonstration and the following specific
procedures:

TASK: Greet and seat the customer.
SUB-TASKS:

Smile and make appropriate greeting.

Assist patron with coats and packages.

Ask, where necessary, if the customer prefers
smoking or non-smoking.

Show customer to table and assist with seating.
If necessary, bring extra chairs to the table.
Present menus.

Ahs W=

TASK: Answer the telephone.
SUB-TASKS:
Identify business and self.

Answer in a natural voice using a normal level of
) .

S clearly.

Listen to what the caller has to say.

Write the needed information.

Repeat the information and indicate the cost.

. End the call courteously.

6. Practice the procedure.
7. Take the post-test.

PNAUNS wN-

Answer the incoming call promptly and courteously.

Notes

. Give the pre-test. Explain that

a person can "test out” of
comununication units by passing
2 of 3 items for that unit.

. Allow learners to read the

introduction. Discuss what
they have read.

. Provide a demo for performing

the task. Use more specific
procedures than the two listed.
Ask the lwnerstotake notes in
more detail to be
discussed after the demostration.

. Allow the leamers to consider the

two tasks described and discuss
the differences between greeting
the customer as a "walk-in" as
opposed to "telephone”.

. Provide ample opportunity for

the leamer to practice the task.

. Provide ample time for

supervision and feedback.

. Provide for a question and

answer session.

. Give the post-test.

Y]
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Duty: Serving the Customer
Task: Greet the Customer
—_—
Practice: Notes

Your instructor will allow you to practice the task, Greet Provide setting for performing
the Customer. Practice both tasks described in the instruction the task given both situations.
section of this module. Be sure to complete each step.

Your instructor will be watching to make sure you do the Supervise the lcamers to make

jobright. Your attitude is very important and a good attitude sure they perform all the steps.
a job well done.

Begin your practice. Carefully observe. Be helpful.
Allow practice until you feel’
learners have developed skills,
will be friendly and courteous
when performing the task.

©1989 Los Angeles Unified School District 8 TSD 0195 CO
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Task: Greet the Customer

Post-Test Notes
The post-test is the same as the pre-test. To successfully complete, the
leamer must pass each
You need to answer 2 of the questions correctly for each communication skill.
communication skill. If you cannot do this, you will be
provided additional instruction and practice. The learner must perform the task |
competently demonstrating
After successfully completing the written test, you will application of knowledge, safety,
perform the task for your instructor. When you successfully and procedure skills.
perform the task, you may go on to the next module.
' Learners with weaknesses need to
be counseled to repeat those areas
until they gain acceptable
proficiency.
9 ~TSD 0195 CO
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«» Your TASK is to: Take the Order

G) Yu will use (Teols and Eqnlpuut)
Oueudaeck.penu-pmcﬂ.pdcelin(m)

) You wlll be suecessl‘ul X w (Crlter)
Customer order is complete and correct according to employer’s specifications.

:
!

1

i _— ——

' —

™ Pre-Test Ducrlpdon.

3 items for each communication and computation skill, written items for the task and a performance test.
" Learner Activitles: | “Teacher Activitles:  ||[0  Materials Needed: . JJ[0D  Related Instruction:
(Prerequisites)
1. Take Pre-Test 1. Give Pre-Test ’ Laboratory Simulation Communication Skills:
2. Read Introduction 2. Allow students to read introduction Transparencies L1,3,7,9,10,11,12,13,15,17,18,
3. Discuss Introduction . 20,27,2%,29,30,35,37,39,40,41,
4. Observe Demonstration 3. lr_mnd:c:n task through lecture/ 42,43,44,45,46
5. Discuss Procedure . . Computation Skills:
6. Practice Procedure 4. Provide a demonstration M1,18
7. Take Post-Test H 5. Provide each sudent ampie
opportunity to practice the task Auitudes:
6. Provide ample supervision and Courtesy
feedback Fnemllme&s
. Dependability
7. Provide for question and answer Interest
session
8. Give Post-Test
=X L ==
' (2 Post-'l‘es( Description: Same as P .-Test

AQ?}! o001 CO




. All orders should be written:

. Upselling is an activity which:

. When taking an order, which of the following shou!d you

. Which of the following is least important when talking to a

|5 4

before a meal?
a. relish

b. appetizers
c. cocktails
d. munchies

a. in pencil.

b. neatly.

¢. on napkins.

d. in front of the manager

a. allows the order taker to stand up.

b. could increase the total of the order.

c. allows servers to compete with each other.

d. means you take the order without a guest check.

never do?

a. upsell

b. suggest

c. rush

d. write neatly

customer?

a. make-up
b. interest
c. attitude

d. eye contact

@
: Pre-Test Notes

. What are small portions of highly seasoned food served
The pre-test includes 3 items

for each communication and

computation skill.
Answers:

NSAw AW
P o 0 oo

Learners can "test out” of any
communication or computation
skill if they answer 2 of the 3

items correctly.

519891“;;.1.:%538«:1\00%:: 1
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Pre-Test Notes

6. Whic!?l of the following is least important when taking the
order

a. ask each guest how they wish their food prepared
b. total the order and inform the guest

c. determine if each guest wishes a separate check
d. all items for each order are listed

7. When seating customers, you should first pull out:

a. the lady's chair.

b. the first person's chair.
<. the chair for the host.
d. 2il of the chairs.

44
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Duty: _Serving the Customer

Task: Take the Order

What: (Performance Objective)

You are serving the customut

You will take the order.

You will need a guest check, pen or pencil and
price list.

When: (Criteria)

You will know that you have successfully completed
this task when you have taken the customer's complete
order and provided upselling or suggestive selling
according to the employer’s specifications.

Why:
Orders must be taken properly to:

1. satisfy the customer.
2. ensure a profitable business.

Notes

© 1989 Los Angeles Unified School District 3
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Serving the Customer

Duty: :
Task: Take the Order

Introduction:

Taking the order can be one of the more important tasks
when serving the customer. The amount of the order directly
affects the total sales of the business. Therefore, it is important
to upsell whenever possible by suggesting other items, and
writing all items ordered on the guest check.

Customers have different needs that must be met. There are
times when each customer at a table requires a separate check.
There are customers that are in a rush while others wish to relax.

—_—— —  —— —— ——————————————————

Notes

Describe "upselling” and
"suggestive selling."

Discuss importance of writing all
items on the check and its
relationship to gross sales and

profits.

Have leamers recall being
customers in restaurants. Were
they rclaxed, in a rush, etc. Have

) them compare this experience with
The server should recognize these needs and provide appropriate | their satisfaction with the service.
service. Tips, when given, are for good service. Talk about tips and the relationship
When taking the order, the server should be courteous and to good service.
friendly at all times. Orders should be taken with interest and Describe why —
the server should maintain eye contact with the customer. would want separate checks.
- Some restaurants offer appetizers and hors d'oeuvres to Explain what appetizers and hors
stimulate a customer's appetite. Appetizers are served as afirst | d'oeuvres are.
course with a meal and hors d'oeuvres are served before a meal. Discuss the importance of attitudes
The server should be dependable by bringing appetizers and hors such as courtesy, dependability,
d' ocuvres and/or providing service as promised. friendliness, and interest.
© 1989 Los Angeles Unified School District = TSD-2 0003 CO
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'LEAKNING MODULE
Duty: __Serving the Customer
Task: _ Take the Order
Demonstration: : Notes
Observe the demonstration on taking the order. Observe Demonstrate the task.
that each of the following steps was completed.
Adbvise leamers that they should
The person taking the order: take notes in more specific detail
1. assisted the customer/guest with making a than the steps Jisted.
selection. Demonstrate the task described in
2. recorded the order. the "Instruction” section which
follows.
3. repeated the order.
4. used upselling skills as possible.
List in the "notes” column more specific details from
your observation.
§
© 1989 Los Angeles Unified School District 5 = TSD-2 0002 CO




Duty:_Serving the Customer ___
Task:___Take the Order

Instruction:

[y
.

Take the pre-test.

. Read the introduction.
Discuss the introduction.
Observe the demonstration.

“n s W N

Discuss the demonstration and the followmg specific
procedures:

TASK: Take the Order.
SUB-TASKS:

1. Determine who is to receive the guest check (also
how many are needed).

Write date, table number, server's name and number
in party (number to be served at table).

. Stand at some point of table that can serve as a
reference to help remember what each person ordered.
As each guest gives his/her order, clarify the order
before writing it.

Ask each guest to express their desires as to how they
wish their food to be

Use upselling and suggestive selling techniques.

6. Practice the procedure.
7. Take the post-test.

o b W

|

Notes

. Give the pre-test. Explain that

a person can "test out” of
communication and computation
units by passing 2 of 3 items for
that unit.

. Allow leamers to read the

introduction. Discuss what
they have read.

. Provide a demo for performing

the task. Use more specific
procedures than those listed.
Ask the leamers to take notes in
more specific detail to be
discussed after the demostration.

. Allow the learners to consider the

task and their personal experience
in restaurants and describe
similarities/differences.

. Provide ample opportunity for

the learner to practice the task.

. Provide ample time for

supervision aad feedback.

. Provide for a question and

answer session.

. Give the post-test.

© 1989 Los Angeles Unified School District 6
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“LEARNING'MODULE
g T T e PR !
k Duty: Serving the Customer
Task: Take the Order
" =7 Jﬁ
Practice: Notes
Your instructor will allow you to practice the task, Take Provide setting for performing
the Order. Practice the task described in the instruction section | the task. -
of this module. Be sure to complete each step.
Your instructor will be watching to make sure you do the Supervise the leamers to make
jobright. Your attitude is very important and a good attitude sure they perform all the steps.
will result in job well done.
Begin your practice. Carefully observe. Be helpful.
Allow practice until you fee!
learners have developed skills
and will be friendly and
courteous when performing
the task,
61589 Los Angetes Unified Sohoo! Diswir TSD-2 0004 CO



Serving the Customer
Task: Take the Order
Post-Test Notes
The post-test is the same as the pre-test. To successfully complete, the
leamer must pass each
You need to answer 2 of the questions correctly for each communication and computation
communication and computation skill. If you cannot do this, skill.
you will be provided additional instruction and practice.
The learner must perform the task
After successfully completing the written test, you will competently demonstrating
perform the task for your instructor. When you successfully application of knowledge, attitude
perform the task, you may go on to the next module. and procedure skills.
Leamners with weaknesses need to
be counseled to repeat those areas
until they gain acceptable
proficiency.
© 1988 Educational Data Systems, Inc. 8 TSD-2 0004 CO
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® Yewr DUTY Is: Serving the Castomer ) References and Resources:

LI

@ Your TASK is te: Process the Order
© You wiil use (Tools and Equipment): © You will be successful when (Criteria):
Trays, prepared food, other eating utensils Customer is served satisfactorily and according to employer’s specifications.

(™ Pre-Test Description:
‘ 3 items for each communication skill, written items for the task and a performance test.

® Learner Activities: ® Teacher Activities: (10  Materials Needed: an Related Instruction:
(Prerequisites)
1. Take Pre-Test 1. Give Pre-Test Laboratory Simulation Communication Skills:
2. Read Introduction 2. Al.ow students to read introduction Transparencies L1,7,10,11,12,20,27,37,39,40,
3. Discuss Introduction 3 sk | 41,43,44,46
4. Observe Demonstration ) mh?"mm through lecture/
§. Discuss Procedure . . Attitudes:
6. Practice Procedure 4. Provide a demonstration Il |
7. Take Post-Test 5. Provide each student ample Positive
opportunity o practice the task

6. Provide ample supervision and
feedback

* 7. Provide for question and answer
session

8. Give Dost-Test Ii

E KC Post-‘l‘ut Description: Same as Pre-Test

TOIY S NNNE (Y)Y




'LEARNING MODULE . s
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Duty: _Serving the Customer

Task: Process the Order

Pre-Test Notes

1. How should the waiter/waitress serve food?

a. from the right using the right hand The pre-test includes 3 items for
b. from the right using the left hand each communication skill.

c. from the left using the left hand Answers:

d. from the left using the right hand

2. What is the correct way to serve beverages?
a. from the right using the right hand
b. from the right using the left hand
c. from the left using the left hand
d. from the left using the right hand
3. How should a server serve a customer at a booth?

a. always use the left hand

b. always use the right hand

c. serve with the hand farthest away from the customer
d. serve with the hand nearest the customer

W 00 NN E W
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4. How may large trays be carried?

a. with one hand Learners can "test out” of any
b. with the palm of one hand communication skill if they answer

c. by the hip carry 2 of the 3 items correctly.
d. by the shoulder carry

5. When setting a table, where is the beverage glass/cup
placed?
a. above the tip of the fork
b. above the top of the knife
c. directly in front of the plate
d. beside the salad fork

€ 1989 Los Angeles Unified School District 1 “TSD-2 0006 CO
\‘l



Pre-Test : Notes

ll 6. A complete place setting for each customer is known as a:
a. setting.
b. cover.
c. set-up.
d. cattern.
7. When setting a table, the forks are placed:
a. on the left side of the cover.
b. on the right side of the r:nwver.

c. on the napkin on the right side.
d. atthe top of the plate.

8. What does "portion control" mean?
a. adjusting the selling price
b. serving customers before food runs out
c. keeping each serving constant in size
d. reducing the sju of each serving

9. Which of the following would not be signs of food
poisoning?
a. nausea and vomiting
b. headaches and fever
¢ cramps and diarrhea
d. chills and rash

L?mmm«umﬁedmﬁm 2 TSD-2 0006 CO




Duty: _Serving the Customer

Task: Process the Order

-ﬁ-

Pre-Test Notes

10. How often should food service employees wash their
hands?

a. before beginning work

b. after each separate task

c. at the end of the day

d. after serving each person at a table

11. What is the proper method of clearing the table before
serving the dessert?

q - a. Stand on the person's left and pick up the dish with
your right hand.

b. Stand on the p-zson's left and pick up the dish with
your left hand.

c. Stand on the person's right and pick up the disl; with
your right hand.

d. Stand on the person’s right and pick up the dish with
your left hand.

TSD-Z 0005 CO




Duty: _Serving the Customer

Task:__ Process the Order

What: (Performance Objective) Notes

You are serving the customer
You will process the order.

You will use trays, prepared food and other
cating utensils as necessary.

When: (Criteria)

You will knsw that you have successfully completed
this task when the customer has been served satisfactorily
according 0 employer's specifications.

The order must be processed properly to:

1. keep the customer happy.
2. maintain portion control.
3. main: dn a profitable business.

© 1989 Los Angeles Unified School District 4 TSD-2 0006 CO
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Duty: Servinﬂle Customer

Task:  Process the Order

B I

ntroduction: Notes
Processing the order will require you to bring it to the kitchen, | Describe different procedures for
deliver it when it is cooked, watch for customer satisfaction and m%‘gfageg;‘:&’fﬁfggg
maintain a clean table. than formal restaurants, for
example.

It is important that you write the order legibly using
abbreviations that are accepted by your employer so the cooks Discuss why an order needs to be
in the kitchen know what has been ordered and can prepare it. written legibly so the customer gets

what they ordered.

according to the customer's wishes. _

There are proper ways fo: serving food. Food is always g’m‘:’ ;l;:dpmpa ways for
served using your right hand from the right side of the customer. . )
Beverages are just the opposiiz and you use your left hand from gﬁmgg?%ﬂf:hy
the left side of the customer. When a customer is in a booth, business as well as customer
you serve the food using your left hand only. When carrying mnit‘lgeo;:tlgg:et?hgethey
food to the customer on a tray, always place the tray on your do).
shoulder.

Discuss why hygiene is important
Each serving of food is the same size in restaurants. If this to the food server.

does not occur, it would be difficult to anticipate how much food Discuss proper attitudes and how
to order and cook and remain profitable. negative attitudes can ruin the

Hygiene is very important for the server. The server's hands ﬁeﬁm: negative reaction
should be washed after every task. Normal grooming procedures | ]
should be used along with the employer’s policy. ammaas?u:: twhcthey can

Attitudes are very important when serving food. You should | Heimlich Maneuver, how it is
always smile and be positive. A negative attitude on your part used, and how it can save lives.
can create a negative attitude on the part of the customer towards | Discuss table settings and the
the restaurant. proper way to set a table.

It is important for the server to know something about illness.
If a customer shows symptoms of food poisoning, or any
other life threatening illness, it is important to notify the
management right away.

Finally, the server must know how to set a table in order to
maintain a clean table. Dishes should be removed as soon as
possible. Customers appreciate this kind of attenition.
© 1989 Los Angeles Unified School District 5 “TSD-2 0007 CO
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G MODULE “
Serving the Customer
Task: _ Process the Order
Demonstration: Notes
Observe the demonstration on processing the order. Demonstrate the task.
Observe that each of the followings steps was completed.
Advise learners that they should
The person processing the order: take notes in more specific detail
1. passed the order to the kitchen. than the steps listed. Demonstrate
2. delivered the completed order. the task described in the
3. determined customer satisfaction. "Instruction” section which
4. maintained a clean table. follows.
Listin the "notes" column more specific details from
your observation.
& 198 Los Angelos Unified Schoo! District 3 —TSD-2 0006 CO
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S LEARNING MODULE
Duty: __Serving the Customer
Task: ___Process the Order
F —“.7 — —
Instruction: Notes
1. Take the pre-test. 1. Give the pre-test. Explain that
. a person can "test out” of -
2. Read the introduction. communication units by passing
2 of 3 items for that unit.
3. Discuss the introduction.
2. Allow leamners to read the
4. Observe the demonstration. introduction. Discuss what
they have read.
5. Discuss the demonstration and the following specific
procedures: §sped 3. Provide a demo for performing
the task. Uﬁan mth speclﬁhs tecci.
. procedures ose
TASK: Serve the Meal. Ask the leamners to take notes in
SUB-TASKS: more specific detail to be )
;. P}ace chilled butter on cold bread and butter plate. discussed afier the demostration,
. Place bread and crackers to the left and above fork. .
: : : 4. Allow the leamers to consider the
3. ;\‘s;l (.:ustomers if they want a hot beverage with their task and their al experience
4. Place soup or cocktail in center of cover. in f?m“!mgi&"d describe
. Ifgcmgve soup or cocktail service when guest has similanties/differences.
inished. . .
6. Place vegetable dishes above cover. 3. Provide ample opportunity for
Z. l\:llhcn hs:la;‘x's served, place it to the left of fork. the leamer to practice the task.
» xiace hot beverage at right of cover, cup handle tumed . .
to the right and creamer above the cup. 6. Provide t_lmple:xfne fg;ck
9. Place cold drink a little to the right of and below water |  Supervision and feedback.
fluss. 7. Provide ion and
10. Lay serving silver o the right of platter or casserole, + 7Tovide lor a question an
g ll;laco: wa;lmed dinner plate front and center of diner. answer session.
- Remove dishes in this order: entree plate, salad plate, .
bread and butter place, vegetable dishes and silver. 8. Give the post-test.
13. Crumb the table.
14. Place dessert silver to right of cover and dessert in
center.
15. Serve beverage if desix~d.
16. Ask if further service is desired.
© 1989 Los Angeles Unified School District 7 TSD-2 0006 CO
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| LEARNING MODULE

Duty: __Serving the Customer _

Task: Process the Order

Instruction:

TASK: Clear the Table.
SUB-TASKS:

1. Remove dishes and flatware as guests finish each course.

NOTE: Clear dishes from right of guests with right
hand moving around table.
2.. Scrape and stack dirty dishes in nearby bus box or

tray.
NOTE: Stack dishes so they are well balanced and
safe to carry.

3. Pick up papers, napkins and soiled silver and place in
bus box or tray.

4. If dessert
coffee cu

is to be served, leave drinking glasses and
ps on table.

5. Crumb ta

ble by sweeping loose food pieces into clean

plate or container with clean, folded napkin.

6. Practice the procedure.
7. Take the post-test.

Notes

© 1989 Los Angeles Unified School District 8
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'LEARNING MODULE

Duty: Serving the Customer
Task:  Process the Order

_ ———
Practice: Noes
Your instructor will allow you to practice the task, Process | Provide setting for performing
the Order. Be sure to complete each step. the task.
Your instructor will be watching to make sure you do the
jobright. Your attitude is very important and a good attitude Supervise the learners to make
will result in a job well done. sure they perform all the steps.
Begin your practice.
Carefully observe. Be helpful.
Allow practice until you feel
learners have developed skills
and attitudes required to perform
the task to an employer’s
standard.
© 1989 Los Angelos Unifisd Sehoo! Disies " TSD-2 0009 CO




Duty: _Serving the Customer

Task: Process the Order

Post-Test Notes
The post-test is the same as the pre-test. To successfully complete, the
learner must pass each
You need to answer 2 of the questions correctly for each communication skill.
communication skill. If you cannot do this, you will be
provided additional instruction and practice. : The learner must perform the task
competently demonstrating
After successfully completing the written test, you will application of knowledge, attitude
perform the task for your instructor. When you successfully and procedure skills.
berform the task, you may go on to the next module. .
Leamers with weaknesses need to
be counseled to repeat those areas
until they gain acceptable
proficiency.
€ 1989 Los Angeles Unified School District 10 ~TSD-2 0009 CO
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. Take Pre-Test

Read Introduction

. Discuss Introduction
Observe Demonstration
. Discuss Procedure

. Practice Procedure

. Take Post-Test

N MW -
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Full Tt Provided by ERIC.

ERIC

URRICULYM DEVELOPMENT WORKSHEET

| ost-Test Description: Same as Pre-Test

. Give Pre-Test
. Allow students to read introduction
. Introduce task through lecture/

. Provide a demonstration
. Provide each student ample

. Provide ample supervision and
. Provide for question and answer

. Give Post-Test

[O Your TASK U o: Conplomiotvds ]
{® You will use (Tools and Equipment): )
Z Guest check, pen or pencil, calculator

- Teacher Actlvities: I

discussion

opportunity to practice the task
feedback

the employer’s specifications.

109)

You will be successful when (Criteria):
When the sale has been closed to the customer’s satisfaction and according to

3 items for each commumicationand computation skill, written items for the task and a performance test.

Materials Needed:

Laboratory Simulation
Transparencies

Qay

Related Instruction:
(Prerequisites)

Communication Skills:

L1,7,11,12,20,27,39,40,41,43,
44,46

Computation Skills:

M1, 3,4,5,18,21,22,23,30,36,
nmn

Aditudes:

TSD-2 00i0a CO



. LEARNING :MODULE -
' Duty: _Serving the Customer
Task: Complete the Order
Pre-Test Notes

1. How should a guest check be presented to the customer?
a. face up at the table The pre-test includes 3 items
b. face down at the table for each communication and
c. folded in half at the table computation skill.
d. at the cash register Answlcrsi’

2. What is the total of the following guest check? 2’ .
Club Steak 7.50 3.¢c
Trout Fries 9.35

4. d

Subtotal 16.85 5.d
5% sales tax _ 6 b
Total :
a. $17.69 7.8
b. $18.69
c. $19.69 Leamers can "test out" of any
d. $20.69 communication and computation

3. Sales tax is 5% on the dollar. What amount of sales tax skill if they answer 2 of the 3
would there be on a guest check totalling $8.35? items correctly.
a. $.40
b. $.41
c. $.42
d. $43

© 1989 Los Angeles Unified School District 1 ~ TSD-20011 CO
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r
E Duty: Serving the Customer
} Task: Complete the Order

" Pre-Test Notes

| 4. The guest check should be totalled:

a. after each course is served.

b. when the main course is served.

¢. when the main course is completed.
d. ‘when no further service is desired.

. Select the best answer. Payment for a guestcheck can be
made using:

a. cash.

b. check.

c. credit card.

d. depends on the business

. If the guest doesn't understand the charges on the check:
a. call the manager.

b. explain check.

c. call the cashier.

d. write a new guest check.

. When closing the sale, you should always:

a. invite the customer back again.

b. rush the customer so someone else can have the table.
c. ask to see some identification to verify payment.

d. show the guest to the front door.

A———— S ——
1988 Educational Data Sysiems, Inc. 2 TSD-2 0011 CO
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Duty: Sexving the Customer
Task:  Complete the Order

You are serving the customer.

You will complete the order.

You may need to use a guest check, pen or
pencil, and calculator.

When: (Criteria)

You will know you have successfully completed this
task when you have completed the order to the customer's
satisfaction and according the employer's specifications.

What: (Performance Objective) Notes

Why:
The order must be completed so:
- 1. the customer can pay the bill.
2. the business can accept payment.
3. additional customers can be served.
© 1989 Los Angeles Unified School District 3 TSD-2 0011 CO
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Duty: _ Serving the Customer
Task: Complete the Order

Introduction: Notes

Completing the order and ciosing the sale can be the most Define "close the sale.”
important task for the customer service employee. Guests Discuss ways the server can
should feel satisfied and content that they received a good value | determine when no further service
for their money, that their service was sarifactory, and that | neeeseary. Have leamers recall
they were made to feel welcome. . restaurants.
The guest check should be presented only when the server Discuss the i : of "turnover”
has determined that no further service is desired. Sometimes or serving as many people as
; : e
a customer will stay over coffee or dessert. They should at possible without rus’ing any guests.
no time feel rushed. Once the customer decides they want the Explain thatitc:nbe ugeoying
. . . or the customer v..en they are
check, it st uuid be provided quickly. The check should be ready to leave and the check is late.
presented face d¢ wa &t the table. Be aware and never he hould be
. . Indicate that the server shou
assume that the gentleman will be the one to pay. alert as to who will pay and not
It is important that the check is written neatly. You should to make the assumption that the
answer any Guestions the custome<r has about the charges. gentleman will pay.
The charges should be dded and the sales tax, if any, computec! | Describe why it is important that

a . the check be written legibly, that
cerrectly. You neer” to be aware of the forms of payment the any questions the cu may

business accepts. Many will nc. .ccept personal checks, have be answered satisfactorily,
money orders, travelers checks, and/or credit cards. mdﬂmyt‘he charges be computed

It is important to close the sale in a friendly manner. The

customer should be invited to return and feel as though the Discuss that different restaurants

have different policies concerning

invitation was sincere. forms of payment that c:':dl accepted.
. . . Some may not accept credit cards
When completing the order, you will need to: or only certain credit cards, for
1. Present the check example.
Explain it is important that the
2. Acoept payment customer be invited to ceturn and
3. Close the sale that they feel welcome to return.
© 1989 Los Angeles Unified School District 4 TSD-2 0012 CO
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Serving the Customer
Complete the Order

Duty:

Task:

Observe the demonstration on completing the order.
Observe that each of the following steps was completed.

i

|

|

|

|

t The person completing the order:
| 1. presented the check.

} 2. accepted payment.

i 3. closed the sale.

|

List in the "Notes" column, more specific details from
your observation.

Demonstration: Notes

Dcmonstr;uc the task.

Advise learners that they should
take notes in more specific detail
than the steps listed. Demonstrate
the task described in the
"Instruction” section which
follows.

1988 jonal Data Systems, Inc. 5
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Duty: _Serving the Customer

4. Give guest change or ask to sign charge form.
5. Examine charge form for all necessary information.

6. Practice the procedure.
7. Take the post-test.

Task:___Complete the Order
p— — —
Instruction: Notes
1. Take the pre-test. . Give the pre-test. Explain that
a person can "test out” of
2. Read the introduction. communication and computation
units by passing 2 of 3 items
3. Discuss the introduction. for that unit.
4. Observe the demonstration. . Allow leamers to read the
introduction. Discuss what
5. Discuss the demonstration and the following specific they have read.
procedures: ) .
. lt;lmvt;sdi. a gemo for performing
. e se more specific
TASK: Total order and present to patron. jures than those listed.
SUB-TASKS: Ask the leamers to take b:otes in
1. Determine who is to receive the guest check. more specific detail to .
2. Total check when certain that patron does not wish discussed after the demostration.
3. ghn.:hcfm % ensure accuracy. - Allow the leamers to consider the
4. Lay check face down to right of cover. :s::;du;‘:g mpenence
5. Lay <ile1eck in center of table when there is a group of similarities/differences.
6. Thank the cusftomers and invite them to return. . Provide ample opportunity for
TASK: Accept payment for guest check. the learner to practice the task.
SUB-TASKS: . Provide ample time for
;. Identify acceptable form of payment. supervision and feedback.
. Accept payment in acceptable form. cyr .
3. Process payment (get change or charge form). . Provide {or a question and

answer session.

. Give the post-test.

© 1989 Los Angeles Unified School District 6
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LEARNING MODULE ”

Duty: ScrvinLthe Customer
Task: Complete the Order

|
l

-__T_- ———
Practice: Notes

Your instructor will allow you to practice the task, Complete
the Order. Practice the task. Br sure to complete each step.

Your instructor will be watching to make sure you do the
jobright. Your attitude is very important and a good attitude
will result in a job well done.

Begin your practice.

© 1989 Los Angeles Unified School District 7 TSD-2 0013 CC
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“LEARNING MODULE

Duty: Sermethe Customer
Task: Complete the Order

Post-Test

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each
communication and computation skill. If you cannot do this,
you will be provided additional instruction and practice.

After successfully completing the written test, you will
perform the task for your instructor. When you successfully
perform the task, you may go on to the next module.

——— ———— —————— — —————

Notes

€ 1989 Los Angeles Unified School District 8
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Set-Up Cash Drawer
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References and Resources:

You will be successful when (Criteria):
mecashdrawa'mdcommtsareprepamdmmclyaccmdmgtoemployer
specifications.

..... T Teacher ctlvltles: (10 Materials Needed: an Related Instruction:

(Prerequisites)
1. Take Pre-Test 1. Give Pre-Test Laboratory Simuiation Communication Skills:
2. Read Inrroduction 2. Allow students to read introduction Transparencies L10,13,15,17,18,20,27,43,44,
3. Discuss Introduction l 46
3. Introduce task through lecture/
4. Observe Demonstration discussion Computation Skills:
5. Discuss Procedure _ _ M1,34,5,21,22,23,71,13
6. Practice Procedure 4. Provide a demonstration
7. Take Post-Test 5. Provide each student ample Attitudes:
opportunity to practice the task
Responsibility
6. Provide ample supervision and Judgments
feedback Conscience

7. Provide for question and answer
session

8. Give Post-Test

| ERICrs
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LEARNING MODULE

AR ——

Duty: _Cashicring

Task: Set-up Cash Drawer

Pre-Test ' Notes

1. Which of the following is not a type of cash register?
a. mechanical The pre-test includes 3 items for

computation skill.
Answers:

¢. magical
d. electronic

2. Which best describes the trays in a cash register?
a. removable
b. breakable
c. accountable
d. repairable

3. Which of the following types of cash registers are the most
modem?

a. mechanical
b. electrical \ Learners can “test out" of any
c. magical communication or computation
d. electronic skill if they answer 2 of the 3
items correctly.

Nown bk wN -
oa® 0o a0

4. Which of the following is the worst way to ensure the
security of the cash register?
a. Every person has a code number when operating the
cash register.
b. Only one person performs all transactions.
c. All servers have access to a cash register.
d. The cash register is operated only by the manager.

5. At the start of a shift, the cashier should:

a. have a fresh cash drawer with a specified amount of cash.
b. continue where the previous shift left off.

c. use their own personal change as long as possible.

d. check out for the previous cashier.

© 1989 Los Angeles Unified School District 1 TSD-2 001§ CO
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" LEARNING MODUI

Duty: __Cashicring
Task: __Set-up Cash Drawer

Pre-Test

6. To ensure a balanced cash register at the end of a shift, the
cashier, at the beginning of the shift, should:
a. start with a fresh cash drawer.
b. use their own money whenever possible.
¢. demand a new cash register.
d. count the cash in their cash drawer.

7. Which of the following does not have a space in a cash
drawer?

a. one dollar bills

b. fifty dollar bills

c. ten dollar bills

d. twenty dollar bills

ﬂ—__ﬁ‘

Notes

. |

1ou-2 0015




m

LEARNING MODULE

A AT

————— ARy

Duty: _ Cashiering

Task: _ Set-up Cash Drawer

What: (Performance Objective)

You are cashiering.
You will set-up the cash drawer.

You will use a cash register and raoney in
different sizes and amounts.

When: (Criteria)

You will know that you have successfully completed
this task when the cash drawer and contents are prepared
accurately according to employer rules.

Why:
The cash drawer must be set-up to:

1. provide operating cash.
2. keep an accurate record of all sales.

Notes

Q

© 1989 Los Angeles Unified School District 3
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'LEARNING MODULE

t———

Duty: _Cashiering
Task: Set-up Cash Drawer

Introduction: Notes
In most businesses, money is kept and change is made using a | Emphasize that the newer types of
. . . cash registers are electronic.
cash register. Cash registers have been in use for many years. Describe how some can keep
The older ones were hand operated. Electricity helped make the | inventory, automatically pnl:‘;s:d,
. oy bill that lists the items purc
old ones easier to use but were still noisy and too hard to use. and automatically compute sales
The newest types are electronic and are actusally very small tax. Some are even linked to
: . . inventory and portion control to
computers. By pressing the right button.s, the).' can listthe maintain a barometer on the
customer's order and compute the price including sales tax. business profits.
Shortages caused by mistakes when operating the cash Discuss shortages and overages.
register are not acceptable. To reduce the chance of Most businesses considc;h one as
- . . . bad as the other. While shortages
shortages, u‘xost employers will assign the job of operating come out of the company profits,
the cash register to one person. That person has to make sure overages could indicate that some-
that people can not get into the cash register and that there are no 2?;%:’“11 more than they were
shortages.
. _— Explain that when responsible for
At the start of a shift, a fresh cash drawcr is given to the the cash register, the cashier
cashier with a set amount of cash. Itis the duty of the cashier should be the only one in it. If
P others are in the register and some-
to court the cash to make sure it is correct. The total amount for thing is missing, the cashier will be

a shift is the total cash in the drawer at the end of the shift minus | responsible. Some businesses will
the beginning cash. This total needs to balance with the amount deduct shortagss from the cashier's

wages.
taken in during the shift. If the total is over, it is an overage; if 8
. o s Explain that each shift starts with a
the total is under, it is a shortage. fresh cash drawer with a specific

There are spaces in the cash drawer for the different money amount of money. The total

. . . . at the end of the shift minus this
sizes and amounts. These usually include pennies, nickels, starting amount are the gross

dimes, quarters, and half dollars as well as one, five, ten, and receipts. When the guest checks
twenty dollar bills. Some cash registers have a large space for are compared against the gross

receipts, t..2y should be equal.
checks and larger bills while others require the cashier to place

Explain how important it is that
them under the tray. ] each denomination of money be

Being a cashier is a very responsible position. It requires an kept in its own slot so any mistakes

honest, accuraie, and dependable person. :lr::lnl;nnnmuud when making
Emphasize the importance of
attributes and attitudes such as
responsibility, dependability, and
honesty.

© 1989 Los Angeles Unified School District 4 TSD-2 0016 CO
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LEARNING MODULE

Duty; Cashiering
Task: _Set-up Cash Drawer

Demonstration: Notes

Observe the demionstration on setting-up the cash drawer. | Demonstrate the task.
Observe that each of the following steps was completed.

Advise leamers that they should
The cashier: take notes in more specific detail
1. Counted and verified cash; than the steps listed. Demonstrate
. ) cach of the tasks described in the
2. Compared total received to allotted, "Instruction" section which
3. Placed cash in the tray. follows.

List in the "notes" column more specific details from
your observation.

© 1989 Los Angeles Unified School District 5 TSD-2 0015 CO




LEARNING MODULE

Duty: _ Cashiering

‘Task:__ Set-up Cash Drawer

— P —

Instivuctior:

1. Take the pre-test.
Read the introduction.
Discuss the introduction.

Observe the demonstr,ion.

LA I

Discuss the demonstration and the ‘ollowing specific
procedures.

TASK: Prepare cash drawer for daily business.
"~ SUB-TASKS:

1. Count money received.
2. Fill out and sign receipt form showing amounts of
cach denomination and total amount of cash.
3. gizcc change fund into appropriate sections in cash
wer.

6. Practice the procedure.
7. Take the post-test.

. Give the pre-test. Explain that

. Allow learners to read the

. Provide a demo for performing

. Allow the learners to consider the

. Provide ample opprtunity for

. Provide ample time for

. Provide for a question and

. Give the post-test.

Notes

a parsuit can "test out” of
communicato. and computation
units by passing 2 of 3 items for
that unit.

introduction. Discuss what
they have read.

the task. Use more specific
procedures thar those listed.
Ask the learners to take notes in
more specific detail to be
discussed after the demostration.

task and iheir personal =::perience
in restaurants and describe
similarities/differences.

the Icarner to practice the task.

supervision and feedback.

answer session.

© 1989 Los Angeles Unified School District 6
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LEARNING MODULE
Duty: Cashiering
Task: Set-up Cash Drawer
Practice: Notes

Your instructor will allow you to practice the task, Set-up Provid setting for performing
Cash Drawer. Practic~ the task described in the instruction the task.
section of this module. Be sure tc complete each step.

Your instructor will be watching to make sure you do the Supervise the learners to make
jobright. Your attitude is very important, a good attitude will sure they perform all the steps.
result in a job weli done. .

Begir your practice. Carefully observe. Be helpful.
Allow practice until you feel
learners have developed skills
and attitudes required to perform
the task to an employer's
standard.

© 1989 Los Angeles Unified School District 7 —1SD-2 0018 CO

Q

&4




LEARNING MODULE

Duty: __Cashiering .
Task: Set-up Cash Drawer

Post.Test 1 Notes

The post-test is the same as the pre-test. To successfully complete, the
learner must pass each
You need to answer 2 of the questions correctly for each communication and computation
communicatior and computation skill. If you cannot do this, skill.

you will be provided additional instruction and practice.
The learner must perform the task

After successfully completing the written test, you will competently, demonst.ating
perform the task for your instructor. When you successfully application of knowledge, atutude,
perform the task, you may go on to the next module. and procedure sZills.

Learners with weaknesses need to
be counseled to repeat those areas
until they gain acceptable
proficiency.

© 1989 Los Angeles Unified School District 8 ~TSD-2 0018 CO
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CURRICULUM DEVELOPMENT WORKSHEET

_Yr DUTY ls: Cashiering

References and Resources:

@ Your 'I‘ASK ls to: ng Up Sales

(S) You wlll use (’l‘ools and Equipment) You will be successful when (Criteria):
Cash register, guest charges, money in different denominations &gﬁ%ﬁé&g’% and the moncy has been handled according to '

[ Pre-Test Dmriptlon.
3 items for each communication and comptation skill, written items for the task and a performance test.

————————— ———— ?——J‘_
Learner Activities: ® Teacher Activities: (10) Materials Needed: an Related Instryction:
(Prerequisites)
1. Take Pre-Test 1. Give Pre-Test Laboratory Simalation Communication Skills:
2. Pead Intreduction 2. Allow students to read introduction Transparencies L1,7,10,11,12,13,15,17,18,20,
3. Discuss Introduction 3 In | 27,37,39,40,41,43,44 46
. . Introduce task through lecture/
4. Observe Demonstration discussion Computation Skills:
5. Discuss Procedure . M1,3,4,5,18,21,22,23,711,73
6. Practice P use 4. Providc a demonstration
7. Take Post-Test 5. Provide each student ample Attitudes;
opportunity to practice the task
Honesty
6. Provide ample supervision and Responsibility
feedback Dependability
* 7. Provide for question and answer
session
8. Give Post-Test
I | I | S || R
rPA A ——— 1 —_—————————

¢ )Post-Test Description: Same as Pre-Test ' . 8
Al 7
)

[ KC 9 Los Angeles Unified School District TSD-20019 CO
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LEARNING MODULE

——4

Duty: _Cashiering

Task: __Ring Up Sales

'm—‘

Pre-Test Notes
1. If a twenty dollar bill is presented for a check totalling
$10.44, what is the correct change? The pre-test includes 3 items for
a. $9.26 each communication and
b. $9.45 computation skill.
c. $9.56 Answers:
d. $9.76
2. When making change, where should you place the bill? Le
a. on the ledge of the cash register ‘ 2.8
b. in the cash drawer before you make the correct change i :
c. under a paper weight )
d. in your pocket 2 :
3. How much change would the customer receive from a en 7- b
dollar bill if the food sale amounted to $6.59? .
| a. $2.41 8
b. $3.31 Learners can "test out" of any
c. $3.41 communication or computation
d. $4.21 skill if they answer 2 of the 3
4. The main task of the cashier is to: items correctly.

a. ring up sales accurately.
b. talk to the customer.

c. upsell the customer.

d. seat the customer.

5. Why should the cashier never leave the cash register without
making someone ¢lse responsible?
a. it doesn't look right
b. someone might steal from it
C. a customer migl.t want some change
d. someone should be there to greet guests

© 1989 Los Angeles Unified School District ) TSD-2 0020 CO




LEARNING MODULE

6.

7.

8.

The cashier should if an error is made.

a. tell the manager

b. tell the owner

c. tell the server

d. follow company procedures

Why is it said that "the customer is always right"?

a. because usually it is true

b. because a customer is important to the business
¢. because the customer might have a bodyguard
d. because most managers don't like to argue

If a cash register runs out of receipt tape, it is the
responsibility of the to replace it.

a. cashier
b. cash register cornpany

C. manager
d. custodian
198 eles Unilied Schoo!l District — 2 D2 0 L0
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LEARNING MODULE

Duty: _ Cashiering

Task: _Ring Up Sales

_—__—_ |
I———————— .

What: (Performance Objective) Notes

You are cashiering.
You will ring up sales.

You will need to use a cash register, guest
charges, and money in different amounts.

When: (Criteria)

You will know that you have successfully completed
this task when your cash drawer is in balance and the
money was handled according to employer
rules.

Why.

Yeou must ring 1p sales to:

1 account for the customer's charge.
2. bring in cash for the business.

© 1989 Los Angeles Unified School District 3 TSD-2 0020 CO
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LEARNING MODULE

Duty: _Cashierinz

Task:___ Ring ljp Sales

Introduction:

The main task of the cashier is to ring up sales. The cashier
is also responsible for all the cash receipts and should never leave
the cash register unattended. If the cashier shou; d need to leave
the register, someone who is in charge should take over.

It is important for the cashier to be atle to add, subtract, and
estimate. Many errors made by the server can be discovered
by the cashier. The cashier is responsible to the business to
find as many of these errors as possible.

“When ringing up a sale, the caskier should never place the

payment in the cash register until the change has been made.

Notes

Emphasize that the primary
responsibility of the cashier is to
ring up sales accurately and that
they should check guest checks
for errors.

Discuss what could happen if the
cash register was left unattended.

Discuss why a cashier's work
must be error free.

Discuss why a "customer is
always right". Ask learners to

think of examples from their
That way, if the customer argues that a twenty was used instead | experience.
of a ten as payment, the cashier can show them the actual pay-
ment. If an error is made, the cashier should follow the rule
of the business. .
It is said many times that the "customer is always right". This
is because the customer is important to the business. Many times
when the cashier knows the customer is wrong, the 1nanager
will rule in favor of the customer. The cashier should take care
never to be put in a position where someone has to choose if
the cashier or the customer is wrong.
When ringing up sales, you will:
1. enter the amount;
2. enter the tax;
3. run the total;
4. accept the payment; and
5. make change.
© 1989 Los Angeles Unified School District 4 TSD-2 0021 )




LEARNING MODULE

Duty: Cashiering :
Task: Ring Up Sales

Demonstration: ! Notes

Observe the demonstration on ringing up sales. Observe | Demonstrate the task.

that each of the following steps was completed.

Advise leamners that they should

The person ringing up the sales: ) take notes in more specific detail

1. entered the amount than the step listed. Demonstrate
each of the tasks described ini the

2. eatered the tax "Instruction” section which

3. totalled the sale ‘. lows.

4. accepted payment
5. made change

List in the "Notes" column more specific details from
your observation.

© 1989 Los Angeles Unified School District s TSD-2 0020 CO
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LEARNING MODULE

Duty: _ Cashicring
Task:__Ring Up Sales
instruction: Notes
1. Take the pre-test. 1. Give the pre-test. Explain that
a person can "test out” of
2. Read the introduction. communication and computation
units by passing 2 of 3 items for
3. Discuss the introduction. that unit.
4. Observe the demonstration. 2. Allow leamers to read the
introduction. Discuss what
5. Discuss the demonstration and the following specific they have read.
procedures: ) _
3. Provide a demo for perfogmng
. the task. Use more specific
TASK: Accept payment for check. procedures than those listed.
SUB-TASKS: Ask the leglfrincrs to take notes in
1. Receive check from customer. more specific detailtobe
2. Ask customer if everything is all right. discussed after the demostration.
3. State amount of check. 4. Allow thel der th
4. State amount of money customer gave to you. - ATOW he leamers Lo consicer the
5. Check math. task and their personal experience
6. Place payment on shelf above drawer. n "?lsa‘:i“.m“ési&"d describe
7. Covnt change to the customer. o similarities/differences.
8. Pu' money in drawer when customer is satisfied. 5. Provide ample opportunity for
TASK: Make change (non-change calculating cash register). the leamer to practice the task.
SUB-TASKS: 6. Provide ample time for
1. Receive cash from customer. supervision and feedback.
2. Ask customer if everything is all right 7. Provide fora question and
g. State amount of money customer gave to you. answer session.
. Check math. .
6. Place payment on shelf above drawer. 8. Give the post-test.
7. Count change to yourself.
8. Count change aloud starting with total cost to
customer as change is returned to the customer.
9. Put money in drawer when customer is satisfied.

6. Practice the procedure.
7. Take the post-test.

© 1989 Los Angeles Unified School District 6
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LEARNING MODULE
Duty: __Cashiering
Task:__ Ring Up Sales
Practice: Notes

Your instructor will allow you to practice the task, Ring Provide setting for performing
Up Sales. Practice the task described in the instruction the task.
section of this module. Be sure to complete each step.

Your instructor will be watching to make sure you do the Supervise the learners to make
jubright. Your attitude is very important. A good attitude sure they perform all the steps.
will result in a job well done.

Begin your practice. Carefully observe. Be helpful.
Allow practice until you feel
learners have developed skills
and attitudes required to perform
the task to an employer's
standard.

© 1989 Los Angeles Unified School District 7 TSD-2 0022 CO
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LEARNING MODULE

Duty: __Cashiering
Task:__Ring Up Sales

Post-Test Notes

The post-test is the same as the pre-test.

You need to answer 2 of the questions correctly for each
communication and computation skill. If you cannot do this,
you will be provided additional instruction and practice.

After successfully completing the written test, you will
perform the task for your instructor. When you successfully
perform the task, you iay go on to the next module.

To successfully complete, the
learner must pass each
communication and computation
skill.

The learner must perform the task
competently, demenstrating
application of knowledge, attitude,
and procedure skills.

Leamners with weaknesses need to
be counseled to repeat those arcas
until they gain acceptable
proficiency.

© 1989 Los Angeles Unified School District 8
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Check Out at End of Shift

47




. Take Pre-Test

. Read Incroduction

. Discuss Introduction

. Observe Demonstration
. Discuss Procedure

. Practice Procedure

. Take Post-Test

NNV AW N -

(12)Post-Test Description: Pre-Test

Cash drawer, receipts, paid-outs, forms

® " Learner Activitles: . ||[o

- eacher Activities:

1. Give Pre-Test

- Allow studente io read introduction

3. Introduce task through lecture/
discussion

N

4. Provide a demonstration

+ Provide each student ample
opportunity to practice the task

6. Provide am e supervision and
feedback a

(]

1. Provide for question and answer
" session

8. Give Post-Test

S

=

3) References and Resources: o

You will be successful when (Criteria);
The money is secured and balanced according to employer specifications.

e ———— T ———— T e P ———

Simfaud:eommmimﬂmmommuﬁmmﬂl,wﬁtmimfamemkmdapufmnmeetw.

[10™ Materials Needed: G Related Instruction:

(Prerequisites)
Laboratory Simulation Communication Skills;
Transparencies L3, 7,9,10,13,14,15,17,18,20,
27,37,39,40,43,44 46
Computation Skills:

M1,3,4,5,18,20,21,22,23,71,73

Altitudes:
Accuracy

TRIY 2 AN N



" LEARNING MODULE

Duty: _Cashiering .
Task:  Check Out at End of Shift

m
Pre-Test Notes

1. The cash drawer should be balanced at:
a. the end of each shift.

The pre-test includes 3 items for

b. the end of the week. cach anumcfltl:m and
¢. the end of the month. computation skill.
Answers:

d. whenever the drawer is full.

2. The amount of money in the drawer at the end of a shift
will be:
a. the total in the drawer less the starting balance.
b. the total in the drawer plus the starting balance.
c. the total in the drawer.
d. the starting balance.

3. When counting bills:
a. gather them all together in one pile.
b. group together all the bills that are the same.
¢. wrap them around credit card receipts.
d. keep them in the cash drawer and "fan" them.

N oL AW -
o 0 0 Ao » P

Learners can "test out" of any
communication or computation
skill if they answer 2 of the 3

items correctly.
4. Who is responsible for the cashier drawer during a shift?

a. the manager

b. the owner

c. the shift supervisor
d. the cashier

5. }ifr;hc cash drawer doesn't balance, what should be done
t?

a. Notify the manager.

b. Notify the shift supervisor.
¢. Recheck the receipts.

d. Replace the money.

© 1989 Los Angeles Unified School District 1 TSD-2 0024 CO
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' LEARNING MUDULE

Duty: Cashiering

Task: Check Outat End of Shift

6. Coins usually come wrapped in a:
a. bag.
b. dollar bill.
C. paper tube.
d. rubber band.
7. Paid outs are considered:

a. bills.
. b. cash.
¢. overdue.
d. accounts receivable.

Pre-Test Noteas l

——————

© 1989 Los Angeles Unified School District
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LEARNING MODULE

Duty: _ Cashicring

Task: _Check Out at End of Shift

What: (Performance Objective)

You are cashiering.
You will check out at end of shift.

You will aced a cash drawer, receipts, paid-outs,
and forms.

When: (Criteria)

You will know that you have successfully completed
this task when the money is secured and balanced
according to employer specifications.

Why:

The cashier must check out at the end of their shift to:

1. keep an accurate record of all work during
the shift;

2. identify errors that may have happened; and
3. to allow the receipts to be desposited.

Notes

© 1989 Los Angeles Unified School District 3

Q

162

TSD-2 0024 CO



Task:  Check Out at End of Shift

Balancing the cash drawer or checking out at the end of a
shift is an important task. It is at this time that the gross
receipts for the shift are counted. These receipts must equal the
total on the sales slips that were written during the shift.

The cashier is responsible for checking out at the end of the
shift and counting the receipts. Being exact is very important.
When counting, each amount (1's, S's, 10's, étc.), money
should be separated into its own pile and counted separately.
Coins should be wrapped in paper tubes according to the

Introduction: Notes

Explain what is meant by
"balancing the cash drawer” when
checking out at the end of a shift.

Define "gross receipts”.

Discuss why gross receipts and
sales slips must total the same.

Emphasize that the cashier is
responsible and that accuracy is
very important.

163

. . . Explain that when counting money,
following schedule: % m&s it 1.5 more qcc‘:mte to c:ountg each ¢
ﬁ Jimes denomination xmwly.
qums : Neanid "
20 half dollars Explain what "paid-outs" are.
) L Explain in detail procedures what
This makes it easier to deposit in the bank. should be followed if the cash
. . te mal . drawer doesn't balance. Emphasize
l.’ald out.s include money that is paid out of the cash drawer that all must be located.
during a shift. This could include goods or services purchased
by the restaurant. Paid outs are the same as cash and are treated
like cash when checking out. The receipt for the paid out needs
to be placed with the cash.
If the cash drawer doesn't balance, don't panic. Recheck all
figures and recount the money and paid outs. If there is still a
mistake, check the difference against all receipts as you
may have added a guest check twice, etc.
4 ~TSD-2 0025 CO



LEARNING MODULE. .
Cw s M

A ——

w

H Duty: Cashiering
Task: Check Out at End of Shift

Demonstration;

Observe the demonstration. Observe that each of the
following steps were completed.

The cashier:

1. counted the cash;

2. recorded each amount on the forms; and

'%’.

Notes

Demonstrate the task.

Advise leamners that they should
take notes in more specific detail
than the steps listed. Demonstrate
each of the tasks described in the
"Instruction" section which
follows.

3. prepared the deposit.
List in the "Notes" coluran more specific details from
your observation.
.mm —
© 1989 Los Angeles Unified School District o 5
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H Duty: __Cashiering
Task: Check Out at Ead of Shift
- — — — — —
Instruction: Notes
1. Take the pre-cest. 1. Give the pre-test. Explain that
a person can "testout” of
2. Read the introduction. communication and computation
_ units by passing 2 of 3 items for
3. Discuss the introduction. that unit.
4. Observe the demonstration. 2. Allow learners to read the
. introduction. Discuss what
5. Discuss the demonstration and the following specific they have read.
e 3. Provide a demo for performing
TASK: Balance cash drawer. m:mmwm‘g&
SUB-TASKS: Ask the learners to takebenotes in
more specific detail to be
;: gepomlmwwm,w;smﬂdm record. discussed after the demostration.
3. Regard charge card payment as bills. .
4. Count and wrap coins. 4. :sukmf‘em‘emm to consider the
5. Record amount of each denomination (1's, 5's, 10's, t ir personal experience
etc.) in restaurants and describe
g. g‘otal all cash and cfharge slips. similarities/differences.
. Subtract amount of "opening" cash. . .
: 5. Provide ample opportunity for
8. Total cash should equal sales slips. the learner  practice the task.
TASK: Verify cash amount turned in on each shift. 6. Provide ample time for
SUB-TASKS: supervision and feedbavk.
1. Determine the smallest amount of cash that was to be ) )
left in cash drawer at all times. 7. Provide for a questicn and
2. Add all dollars, change, and any cash tickets together. answer session.
3. Take into account any paid-outs for the shift. )
4. Subtract the smallest amount of cash o be left in the 8. Give the post-test.
drawer from this total. '
5. Sub-total paid key on posting machine.
6. Subtract from this machine reading, paid machine reading
when last deposit was made.
7. Compare figure arrived at in step 3 with figure in step 5.
6. Practice the procedure.
7. Take the post-test.

© 1989 Los Angeles Unified School District 6 TSD-2 0024 CO
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G MODULE
Cashiering .
Task: Check Out at End of Shift
.
Practice: Notes
Your instructor will allow you to practice the task, Check Provide setting for performing
Out at the End of Shift. Practice the task ¢2scribed in the the task.
"Instruction” section of this module. Be sure to complete cach
step. Supervise the leamners to make
Your instructor will be watching to make sure you do the sure they perform all the steps.
jobright. Your attitude is very important. A good attitude
will result in a job well done. . Carefully observe. Be helpful.
Begin your practice.
Allow practice until you feel
learners have developed skills
and attitudes required to perform
the task to an employer's
standard.
© 1989 Los Angeles Unified School District 7 TSD-2 0026 CO
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M e
Duty: __Cashiering

Task: Check Out at End of Shift

Post-Test Notes

The post-test is the same as the pre-test. To successfully complete, the
_ leamer must pass each
You need to answer 2 of the questions correctly for each communication and computation

communication and computation skill. If you cannot do this, skill.

you will be provided additional instruction and practice. J

The learner must perform the task
After successfully completing the written test, you will competently demonstrating

perform the task for your instructor. When you successfully application of knowledge, attitude,

perform the task, you may go on to the next module. and procedure skills.

Leamers with weaknesses need to
be counseled to repeat those areas
until they gain acceptable
proficiency.

© 1989 Los Angeles Unified School Diatrict 8 TSD-2 0026 CO
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DIVISION OF ADULT AND OCCUPATIONAL EDUCATION

WORKING SMART

The Los Angeles Unified School District Workplace Literacy Preject

Communication Modules
Manual/Workbook

108




L-7

L-10

L-11

L-12

L-13

L-15

L-17

L-'8

L-20

L-27

L-28

L-29

L-30

WORKPLACE LITERACY

Communication Skills Modules
(27)

Use Plural Words Appropriately in Writing and Sp?aking
Use Appropriate Abbreviations of Words

Use Appropriate Word Choices in Writing and Sp .aking
Use Appropriate Technical Terms and Vocabulary

Use Correct Agreement of Nouns, Verbs, Pronouns,
Adjectives and Adverbs

Use Correct Person, Cender. Number, Case and Tense

Read, Understand, and Find Information or Gather Data From
Books, Manuals, Directories or Other Documents

Draw Conclusion From Written Material
Read and Understand Business Forms and Letters

Read and Understand Graphs, Charts and Tables to Obtain
Factual Information

Read and Follow Directions Given in Written Materials
Recall Details from Written and Verbal Information
Predict Outcomes Based on Written and Verbal Details
Identify Cause and Effect Relationship

Draw Inference from Written and Verbal Information

*L = Language
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WORKPLACE LITERACY
Communication Skills Modules - continued

L-35

L-37

L-39

L-u41

L-u42

L-43

L-us

L-u46

Proofread for Correctness of Spelling, Grammar, Punctuation,
and Capitalization

Write Logical and Understandable Statements and Phrases to
Accurately Fill Out- Forms

Speak Fluently with Individuals or Groups

Sneak Effectively Using Appropriate Behaviors Such as Eye
Contact, Posture and Gestures

Restate, Paraphrase and Summarize Written Materials to
Confirm One's Own Understanding of What Was Read

Ask Appropriate Questions to Clarify Written and Oral
Communications

Attend to Nonverbal Cues Such As Eye Contact, Posture and
Gestures for Meaning in Conversations

Take Accurate N-~tes Which Summarize the Material Presented
from Spoken Conversation

Follow Directions from Verbal Instructions

110 .



WORKPLACE LITERACY

Communication Skills

Listening
Modules 43, 44, 46

Speaking
Modules 39, 41, 45

Comprehension

Modules 13, 15, 17, 18, 20, 27, 28, 29, 30, 42

Writing
Modules 35, 37

Grammar

Modules 11, 12

Vocabulary
Modules 1, 3, 7, 10



LEARNING MODULE

Duty: VYocabulary
Task:_L1 Use Plural ‘Vords Appropriately in Writing and Speaking

Pre-Test Notes

Directions: Choose the best answer. Answers:
1. Which word is incorrect? 1. A
A. Citeis 2. B
B. Churches .
C. Loaves 3D

D. None of the above

] 2. Which word is incorrect?

A. Buses
B. Mens
C. Skies
D. None of the above

3. Which word is incorrect?

A. Teeth
B. Deer
C. Mice
D. None of the above

W&mmlbﬁa - 1 WS 0001 LY
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LEARNING MODULE

Duty: _Yocabular;

Task: _L1 Use Plural Words Appropriately in Writing and Speaking

Instruction:

Task: Use plural words appropriately in writing and
speazmg. ‘

1. Complete pre-test.
2. Discuss A, B, C.
A. What are plural words?

Words that have changed endings to show more
than one item.

B. They are used to show more than "one".
" C. Howare they used?
1. Greetings.

2. Giving directions.
3. Letters.

:l: © 19 Los Angeles Unified School District
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Notes

Could be evaluated

during intake.
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LEARNING MODULE ' 1
Duty: __Vocabulary
Task: _L1 Use Plural Words Appropriately in Writing
——and Speaking
J%
Practice: Notes
1. Directions: Make these words plural.
1. Discuss these rules, and give
1. tax drill and practice in the following
' examples:
2. lady .
3. child a. ss, X, 2z, ch and sh.
4. glass b °f
S. man ¢
d. tooth - teeth
6. candy child - children
goose - geese
7. loaf woman - women
8. wife man - men
2. Find 10 plural words in the newspaper. Include
the sentence it was found in.
3. Find 10 plural words in the dictionary.
oxmum.upmsemmm 3 WS B003 LY
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LEARNING MODULE

Duty: Nocabulary
Task:__L1 Use Plural Words Appropriately in Writing and Speaking

e —
Post-Test ' Notes

Directions: Choose the best answer.
1. Which word is incorrect?
A. Citeis
B. Churches 2. B

C. Loaves 3. D
D. None of the above )

Answers:

1. A

2. Which word is incorrect?

A. Buscs
B. Mens
C. Skies .
D. None of the above

3. Which word is incorrect?

A. Teeth
B. Deer
C. Mice
D. None of the above

T8 Los Angeins Unified School Diswict 4 WS 0004 LY
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l LEARNING MODULE
Duty: _Yocabulary
Task: _L3 Use Appropriate Abbreviations of Words
_ Pre-Test Notes
Directions: Choose the best answer.
1. Which of the following is the correct abbreviation?
A. ave.
B. Av.
C. Ave.
- D. av
2. Which of the following is the correct abbreviation?
A. Rod.
B. rd.
C. Rd.
D. Rad.
3. Which of the following is the correct abbreviation?
g. Sep.
. sept.
C. se.
D. Sept.
5~ 19 Los Angeles Unified School District 1 WS 0001 LY
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LEARNING MODULE

Duty: _Vocabulary
Task: _L3 Use Appropriate Abbreviations of Words

Instruction: Notes

1. Complete the pre-test. ‘
2. Participate in a discussion on:
A. What are abbreviations?
B. Why they are used?
C. How they are used?

3. Complete the practice exercise.

4. Pass the post-test.

WS 0003 LY
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LEARNING MODULE

Duty: _Vocabulary
Task: _L3 _Use Appropriatc Abbreviations of Words
Instruction: Notes
ABBREVIATIONS
Were you ever in a hurry? Sometimes,youcin save time
bywnnngwordsshoner When you write words in a shorter
you abbreviate. Abbreviations are usually followed by
apmod.butyouwﬂlleamsomexcepuonsmmehstsof
variations in this module.
Group 1 Group 2
Months of the Year Days of the Week
Januvary = Jan. Sunday = Sun.
February = Feb. Monday = Mon.
: . = Mar. Tuesday = Tues.
Apﬂ = Apr. Wednesday = Wed.
e = b oy S E
une = ati y = Fri.
July = Saturday = Sat
Sepmber = Sep |
= ept
October = Oct.
November = Nov.
December = Dec.
© 1989 Los Angsies Unified School District 4 WS 0004 LY
Q.
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LEARNING MODULE

Duty: _Vocabulary
Task: _L3 Use Appropriate Abbreviations of Words

e S E——
Instruction: Notes

Use abbreviations in the following sentences for all the
months of the year and the days of the week. Write the sen-
tences, with abbreviations, on a sepnme sheet of paper. Some
sentences will have only one abbreviation, while others will
have several.

REMEMBER: When an abbreviation comes at the end of a
telling or commanding sentence, only one
period is needed.

1. George's brother was born on Thursday, June 20, 1978.

2. Trees are prettiest in the autumn months of September and
October.

3. Father will attend a meeting on Wednesday, June 26th.

4. The wettest months of the year are December, January, and
February.

5. The rains in April help the flowers grow.

6. The school week is Monday, Tuesday, Wednesday,
Thursday, and Friday.

5 Los . 3 W5 0005 LY
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LEARNING MODULE

Duty: _Yocabulary
Task:__L3 Usc Appropriate Abbreviations of Words

. |

Instruction: Notes

7. The smallest state in the continental United States is
%hodc Island, and the capital of the largest state is Austin,
exas.

8. One of Joe's favorite vacation spots is Cancun
Mexico.

9. New Orleans, Louisiana, is known for its great jazz music.

10. From Phoenix, Arizona, we drove to the Grand Canyon
which was carved by the Colorado River over a two billion

year time period.
11. Mazany people like to visit Reno, Nevada, for its
. gambling and shows.

12. John F. Kennedy, the famous American president, grew
up in Cape Cod, Massachusetts.

. Buena Park, California has two famous fun centers,
Knots Berry Farm and Disneyland.

. Minneapolis and St. Paul, Minnesota, are known as the
twin cities. - .

. Holland, Michigan, has a Dutch tulip festival every May.
. Chicago, Illinois, is the home of the world's tallest

building. -
. The capital of New York is not New York City, it is
Albany, New York.
. Plymouth, Massachusetts, is the landing place of the
135 Los Angeive Unified Scioui Disuice é WS 0005 LY
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LEARNING MODULE

Duty: _VYocabulary
Task: _L3 Use Appropriate Abbreviations of Words

Instruction: Notes

Group 3 Group 4
Addresses Special Names (Cont.)
Boulevard = Blvd. Repres-ntative = Rep.
Street = St Governor = Gov.
; *oad = Rd. Doctor = Dr.
Avenue = Ave, Reverend ~ = Rev.
Drive = Dr. Mister = Mr.
il coun =Ct  Muame = M.
Place = Pl Mistress = Ms., Miss
South = S, Colonel = Col. i
East = E, Mijor = Mai.
i North = N, Captain = Capt.
West = W, Lieutenant = Lt |
Sergeant = Sgt. %
Junior = Jr.

Group 4 :
Special Names Senior =
Brothers =

Sr.
Bros
President = Pres. Company = Co.
Senator = Sen. Corporation = Corp

7 WS 0007 LY
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LEARNING MODULE

Duty: _Yocabulary
Task: _L3 Use Agoropriate Abbrevigtions of Words

Practice: Notes

Use abbreviations from Groups 3 and 4 in the following
sentences. Write the sentences, with abbreviations, on a

separate sheet of paper.

. Doctor Martha J. Smith moved her office from 8 South
Michigan Avenue to §5 West Washington Strect.

. Representative Julian Dixon and Senator Alan
Cranston are both running for re-election.

. Lieutenant Marjorie Long and Colonel Oliver North both
joined the astronaut program.

. Henry Jenkins, Junior, went into partnership with his father,
Henry Jenkins, Senior.

. Repairs are bemgomade on Pico Boulevard, Peck Road,
Beverly Drive, Columbus Court, and Highland Place.

. Governor Jerry Brown had a meeting with the Shell Corporation
to discuss air pollution control.

. Farmer John Meat Packing Company sells all types of meats to
local stores.

. Sergeant Argo moved to 181 East Rodeo Drive.
. Reverend Rodgers is the pastor of the new church.
. Mister and Madame Hemnandez live at 121 North Main Street.

89 Los Angeles Unified School District s WS 0008 LY
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LEARNING MODULE

——
R ——

Duty: _Yocabularv
Task: _L3. Usc Appropriate Abbreviations of Words

=—ﬁ—i
Instruction: Notes

Group § Group 6
Measurements Measurements
- (Metric System) (English System)
! millimeter = mm inch = in.
: centimeter = cm foot = fi
meter = m feet = ft.
kilometer = km yad = yd.
millilieer = mL mile =-mi
centiliter = cL . pint = pt.
liter = L quat = qt.
kilotiter = kL gallon = gal
milligram = mg ounce = 0z
com s ol
gam =g pou = 1bs.
kilogram = kg dozen = doz.
metric ton
or ton. =t
Group 7
Measurements (time)
minute = min. month = mo.
hour = hr. months = mos.

week = wk year = yr.

l{lxcmumumwm 9 WS 0009 LY




| LEARNING MODULE . |
Duty: _Yocabulary
Task: _L3 Use Appropriate Abbreviations of Words
Instruc:ion: : Notes
Grouvp 8
Common Abbreviations

Parent Teacher Association = PT.A.

Registered Nurse = R.N.

Very t Person = V.IP.

Central i Agency = CILA.

Federal Bureau of Investigation = FB.L

Ante Meridian (12:00 midnight to = AM.

12:00 noon) : .
Post Meridian (12:00 noon to 12:00 = PM.
midnight)

Cash on Deli = COD

Television = TV

Extra Sensory Perception = ES.P.

District Attorney = DA.

senl‘!lzpondez Answer P'llease (F:-ent:hlal for = RS.VP.

s'il vous plait)

Tuberculosis d = TB.
- Intelligence Quotient = LQ.

Federal Housing Authority = FHA.

Venereal Disease = VD.

United Nations = UN.

Before Christ = B.C.

Young Men's Christian Association = YM.CA.

Young Women's Christian Association = Y.W.CA.

- 61585 Los Angales Unilled School Distric 10 WS 0010LY
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LEARNING MODULE
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Duty: _Yocabulary
Task:_ L3 Usc Appropriate Abbreviations of Words

e e  —

Practice: Notes

Usetheabbrevxmonsfmm(imnpsS,G 7, and 8 in the
following sentences. Write the sentences, with abbreviations,

on a separate sheet of paper.
1. It took one month for the package from Mexico to arrive.

. 2. Jack grew twelve inches, o one foot, in a year, and he
gained twenty pounds.

3. The package weighed one kilogram and was sent to Maria
cash on delivery.
4. Ahceused pgou;toflemomde , one quart of orange

of ginger ale, and six cans of frozen
mngejmcenmkethepmch.

5. Bob's favorite television program was about the Federal
Bureau of Investigation.

6. John's shopping list included the following items: one -
hlb%g:myoundbeef one liter milk, and one meter red
ni

7. The Chavez family visited the Centrai Intelligence Agency
mddermtedNunonswh:leontheuvacanon. &

8. Maria's wrist measures only fifteen centimeters.

9. When the new rock singer came to town for her concert,
she was given a reception as a very important person.

10. The exact distance from Sue's house to the store was
one mile, one yard.

- B
~ WS 0011 LY
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LEARNING MODULE

Duty: Yocabulary

Task:_L3 Use Appropriate Abbreviations of Words

Instruction: Notes -

Group 9
Place Names
United States of America = US.A.
United States = US.
* Mexico = Mex.
Union of Soviet Socialist Republic
(Russia) = U.S.S.R.
West Germany = W. Ger.
Group 10
State Abbreviations
Alabama Ala. - AL
Alaska Alas. AK
Arizona Ariz, AZ
Arkansas Ark. AR
California Calif. CA
Colorado Colo. - (0.0
Connecticut Conn. cTr
Delaware Del. DE
Florida Fla. FL
Georgia Ga. GA
Hawaii none HI
Idaho Id,. Ida. D
Lllinois 1. IL
Indiana Ind. IN
Iowa Ia. IA
Kansas ﬁan., Kans. g
Kentucky y.
Louisiana La. LA
Maine Me. ME
Maryland Md. MD
Massachusetts Mass. MA
Michigan Mich. Ml
Missi sippi Miss. MS
Missoun Mo. MO
continued . . .
89 Los Angeles Unified School District 12 WS 0012 LY
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LEARNING MODULE

Duty: Yocabulary
Task:__L3 Usc Appropriate Abbreviations of Words

Instruction:
Group 10
State Abbreviatioas (Cont.)
Montana Mont. MT
Nebraska Neb., Nebr. NE
ew .H.
New Jmey N.J. NJ
New Mexico N. Mex NM
New York N.Y. NY
North Carolina N.C. NC
North Dakota N.Dak. ND
Ohio 0. OH
Oklahoma Okla. OK
Oregon Oreg OR
Pennsylvania I'a., Penn PA
Rhode Island R.L RI
South Carolina S.C SC
South Dakota S. Dak SD
Tennessee Tenn ™
Texas Tex. TX
Utah -Ut. UT
Vermont vt vT
Virginia Va. VA
Washin Wash - WA
West Virginia W. Va. WV
Wisconsin Wis., Wisc. WI
- Wyoming Wyo wY'
=39 Los Angeles Unified School District 13
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LEARNING MODULE

Duty: _Vocabulary
Task:__L3 Use Appropriate Abbreviations of Words

Practice: Notes

4 Copy the following sentences on a separate sheet of paper,
using abbreviations from Group 9 and the official post office

abbreviations from Group 10.
1. Her favorite summer spots are Las Vegas, Neveda and Tijuana,
3 Mexico. '
] 2. I want to take & trip from Seattle, Washington, to Honolulu,
3. Most of the television are produced in Hollywood,

California, and New York, New York.

4. Palm Springs, California is one of the most popular resorts
on the Wes* Coast.
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' LEARNING MODULE.

Duty: _Vocabulary
Task: _L3 Use Appropriate Abbreviations of Words
- ]
_—_——“‘
Instruction: Notes
1. Holland, Michigan, has 4 Dutch tulip festival every May.
2. Chicago, Lllinois, is the home of the world's tallest
building.
3. The capital of New York is not New York City, itis Albany,
) 3 New York.
4. Plymouth, Massachusetts, is the lapding place of the
Pilgrims. .
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'LEARNING MODULE

Duty: Vocabulary

Task:__ L3 Use Appropriate Abbreviations of Words

Post-Test:

Directions: Choose the best answer. .
1. Which of the following is the correct abbreviation?

A. ave.
.B. Av.
C. Ave.
D. av

2. Which of the following is the correct abbreviation?

A. Rod
B. rd
C. Rd.
D. Rad.

3. Which of the following is the correct abbreviation?
A. Sep.
B. sept.

C. se.
D. Sept.




LEARNING MODULE.

Duty: Vocabulary

Task:_L7 Use Appropriate Word Choices in Writing and

This is evaluated during the initial
interview.

ystams, [nc.

me
w
[
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' LEARNING MODULE

Duty: _Vocabylary

Task: .__LZ Use Approoriate Word Choices in Writing
——and Speaking

Instruction: Notes

Task: Use appropriate word choices in writing and Role play is invaluable
speakang.

in this area.

1. Complete pre-test.
2. Discuss A, B, C.

To know and use the appropriate words when
writing and speaking.
To communicate effectively when writing and
speaking.
How are they used?

L Greeting customers.
2. Taking, processing and completing an order.
3. Ringing up sales.
4. Checking out at end of shift.

g‘x‘m‘ Los Angeles Unified School District 1 WS0002LY
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LEARNING ‘MODULE ‘ 7
*——
Duty: _Vocabulary
Task: _LZ Use Appropriate Word Choices in Writing
?‘ ——and Speaking
| Practice: Notes
1. The cups of coffee e __ full. Additional work can be found
18, are, isnt . in RVIA Mng vmablllary
in Action), Lessons §, 6, 7.
2. The —Of coffee are full.
cup, cups
3. The signal lights on Main Street__ green.
18, are .
4. The signal on Main Street are green.
“Tights, light .
5. The trays . been put into the
haven't, hasn't, hadn't
dishwasher.

6. The_____ haven't been put into the dishwasher.
tray, trays

o @ 1969 Los Angsles Unified School Disrie 2 ~ WSORTLY
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LEARNING MODULE

B 2 TEA R L S
'
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I)uty: Vocabulary

L7 Use Appropriate Word Choices in Writing and

Task:

This evaulation is done during the entire
course.

Speaking
Post Test Notes
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" | LEARNING MODULE

| Duty: _Vocabulary

Task:_L10 Use Appropriate Technical Terms and Vocabulary
E Pre-Test Notes
Directions: Choose the best answer. ' Answers:

1. Whatis a commissary? - L. C

A. The place you get information concerning your 2. A

commission.

- B. The place you cash your check. 3.C

. C. The warehouse. where supphesarestomd.

2. What does "phase-in" mean?

A. To bring in slowly.

H B. Pushin

C. To remove completely
D. None of the above.

3. Whatis "commencing"?

A. Stop here.

B. Not important.

C Starting.

‘ D. Better later than never.

WS 0001 LY




LEARNING MODULE

Duty: Vocabulary
Task: __L10 Use Appropriate Technical Terms and Vocabulary

Instruction: Notes

PP
PRI

Task: Use appropriate technical terms and vocabulary.

1. Complete pre-test.

2. Discuss A, B, C.
A.Whatmtechnicalmandvocab\naxy?

These are specific words related to a job

or trade.

B. They are used to assist employees in understanding
materials, tools, eqmpmemmdtheworkm

AT R R TR e A T DT TR R AL
‘ f

C. How are they used?

Directi
Forms, charts

Letters and memos

Oral and written communication

T TR T 8T

bl

St BT
. \
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' LEARNING MODULE

Duty: _Vocatulary

Task: _L10 Use Appropriate Technical Termsand Vocabulary

—~

Practice:

Define the following words:

§

© ® N w oA woN
8
@

— [
— <)
%1

. sanitatica

. vouchers

—
N

e —————————————————————————————————————— ———

Notes

1. Use dictionary for reference.

2. If student can write definition

this is better.

.~

L

7
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LEARNING MODULE

Duty: _Vocabulary
Task: _L10 Use Appropriate Technical Terms and Vocabulary

Post-Test Notes

Directions: Choose the best answer. ) Answers:
1. What is a commissary? 1. C
A. The place you get information concerning your 2. A
commission.
B. The place you cash your check, : 3. C

C. The warehouse where supplies are stored.

2. What does "phase-in" mean?

A. Ta bring in slowly.

B. Push in rapidly.

C. To remove completely.
D. None of the above.

3. What is "commencing"?

A. Stop here.

B. Not important.
C. Starting.
D. Better later than never.

-1, 19 Los Angeles Unified School Districe ¢ WS 0004 LY




LEARNING MODULE

pa

2. Complete the sentence correctly.

Yesterday we

A. have visitors
B. had visitors
C. has visitors
D. having visitors

3. Complete the sentence correctly.

Duty: _Grammar
Task: _L11 Use Correct Agreerent of Nouns, Verbs, Pronouns,
adiecti { Advert
Pre-Test Notes -T
Directions: Choose the best answer. Answers:
1. Complete the sentence correctly. 1. B
Tom 2. B
. 3. A
A. am running
B. ran
C. notruns
D. running shoes

SO ) —— i~ —
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LEARNING MODULE

Duty: _Grammar

Task: _L11 Use Correct Agreement of Nouns, Verbs, Pronouns,
adiect | Adver

Task:

o9

5
hy

Instruction:

Use correct agreement of nouns, verbs, pronouns,
adjectives and adverbs.

1. Complete pre-test.
2. Discuss A, B, C.

. Correct agreement of nouns means:

1. Using correct verbs with the subjects.
2. Replacing the noun with the correct pronoun.
3. Using the correct adiective to describe the noun

Or pronoun.
4. Using the correct adverb to describe a verb,
adiective or another adverb.

. Correct usage of the above helps to more clearly

communicate oral and written materials.

. Jow are they used?

Filling out applications.
Writing letters.

Writing memos.
Answering questions.
QJreetings.

Giving directions.

kel ot of e

Notes

Interview (oral).

k4

40
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LEARNING MODULE

Duty: _Grammar
Task: _L11 Use Correct Agreement of Nouns, Verbs, Pronouns,
A diecti { Adver
' Practice: Notes
Provide drill and practice in writing correct semences. 1. Givedrill and practice on
subjects.
1. Write 3 sentences which contain a subject and verb. 2. Gx;rg detail and practice on
verbs.
2. Replace each subject with a pronoun. This makes 3
new sentences. 3. Give drill and practice on
: descriptive words.
3. Rewrite the following sentences by adding 3 descriptive
words to each sentence. 4. RIVA and Wisconsin
materials are very helpful.
A. The firefighter drove home.
5. More than a definition is
P. The game ended. necessary.
| ST Los Angeles Uralied School Dustet 3 WSSOI LY
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LEARNING MODULE

? Duty: Gmammar
3
Task: _L11 Usc Zomrect Agreement of Nouns, Verbs, Pronouns,
2 —Adicctives and Adverbs :
Post-Test Notes
Directions: Chocse the best answer. Answers:
: 1. Complete the sentence correctly. . B
; Tom 2. B
: 3. A
2 A. am running
3 B. ran
= C. not runs
- D. running shoes
2. Complete the sentence correctly.
Yesterday we
A. have visitors
- B. had visitors
- C. has visitors

D. having visitors

3. Complete the sentence correctly.
I

A. saw the light

B. seen the light

C. sees the light

D. seeing the light

[ Tos Angeles Unified School Distict 4 WS 0004 L
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LEARNING MODULE

Duty: _Crammar
Task:__L12 Use Correct Person, Gender, Number, Case and Tense

Pre-Test Notes

Directions: Complete the sentence correctly. Answers:
1. B

the house keys. 2.¢C
3.A

%

s
(7]

oowp
£¥8

2. Here the soft drinks, and there ____ __the
potato chips.

, be
is, are
, are
be

STeL- TS
S]&

3.-Willyou________out;orwillyou ________ home?

A. go, stay

B. goes, says
C. go, staying
D. going, stay

€ 199 Los Angeles Unified School Distict 1 WS 0001 LY
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LEARNING MODULE

Duty: _Grmmar
Task:__Ll12 Use Correct Person, Gender, Number, Case and Tense

Task:

Instruction:

Use correct person, gender, number, case and tense.

1. Complete pre-test.
2. Discuss A, B, C.

. Correct %gidenﬁﬁes the person speaking, person
spoken to

the person or thing spoken of.
Gender identifies nouns or pronouns acgording to
difference in sex.
Number relates to verb agreement with its subject; both
words are singular or both plural.

Case is used to show the relationship a noun or
pronoun has to other words in the sentence.

. Tense shows a verb change in form to reflect time of

action or state of being.

. The correct usage of the above is used in all forms of

oral and written communication.

How are they used?

1. Applications.
2. Letters.

3. Greetings.
4. Directions.

-
¥ 'S
NN

Notes

Interview (Oral)



LEARNING MODULE

Duty: _Gmmmar
Task:_L12 Use Correct Person, Gender, Number, Case and Tense

——— ———————

Practice: Notes

irections: the following sentences. RVIA zad Clovis Writing
Directions: Complete the following sentences o o ok

in this area.
1. I

a. saw the light
b. seen the light
c. sees the light
d. seeing the light

2. You have,

a. taken my money.
b. took my money
¢. take my money

d. takes my money
3. My son ate the

a. everyone
b. ﬁ'yilng
c. apple

d. lost

4. Today our lighting system

a. is very good

b. am very good
¢. were very good
d. are very good

5. The rain
a. has fallen
b. have fallen
c. having fallen
d. haves fallen

6. We

a. swim every day

b. swims every day

¢. swimming every day
d. swimmed every day

;O 1 Los Angeies Unified School District 3 W30004LY
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" | LEARNING MODULE

Duty: _CGmmmar
Task: _L12 Usc Correct Person, Gender, Number, Case and Tense

Post-Test Notes

Directions: Complete the sentence with the correct word.

1. Here _______ the house keys.

the soft drinks, and there ____ the

onw>
B
c

3. Wilyou________out,orwillyou_____ home?

A. go, stay

B. goes, stays
C. go, staying
D. going, stay

{Fﬁmmﬂamnﬁm« 4 WS 0003 LY
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LEARNING MODULE

Duty: _Comprehension
Task:_L13 Read. Understand, and Find Information or Gather Data From

—p00ks, Manuals, Directories or Other Documents
I —

Pre-Test Notes ‘

Directions: Read and study this display.

AMMONIA

The ail-around household cleaner. Use in the kitchen, bathroom, utilty
room, anywhere in the house. Use for both light and heavy-duty cleaning

Wah Tubs
Floors Showers
Painted Woodwork Maetal Fixtures
Linoleum Toilet Bowis
Tie Venetian Blinds
F.drnigerator Wash Bowils
Oven Car Washing
Stove Top Garbage Cans
Use 172 cup  a galon of warm water.

TOUGH JOBS: Use Ammonia full strength for lipstick, tar,
sculf marks, grease stains. Do not use to
clean aluminum pane.

CAUTION: KEEP OUT OF THE REACH OF CHILDREN. Fi

EXTERNAL FIRST AID; Skin: Flush with water; then wash with vinegar.
Eyes: Flush with water and get medical attention.

INTERNAL FIRSTAID: Administer water, vinegar, citrus juice, or mik
immediately. Do not induce vomiing. Call a
physician immediately.

DO NOT MIX WITH CHLORINE-TYPE BLEACH OR OTHER
HOUSEHOLD CHEMICALS

198 Lov Angeies Unifiod Sehoo! Disoim : WS 000Ts LY
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LEARNING MODULE

Duty: . Comprehension
" Task: __L13 Read, Understand, and Find Information o Gather Data From
Aol Manuals Direcuories or Ogher |

Pre-Test Notes

ﬁ Directions: Use the display to answer the questions. Answers:
' 1. Which of the following should not be cleaned 1.D
with ammonia?
_ 2. A
A. Stove top
: B. Refrigerator _ 3.A
C. Suminless steel appliances
3 D. Aluminum pans

2. When cleaning with ammonia, what should
you do to be safe?

A. Wear rubber gloves and open the windows.

B. Cleanthe s first with warm water.

C. Combine the ammonia with vinegar before
cleaning any surface.

D. Apply the ammonia and let it sit for 15 minutes
before removing.

DL U A

3. What should you do if someone swallows ammonia?

A. Give the person fluids to drink; then call the doctor.
B. Induce vomiting.

C. Carefully watch the person to see if he becomes ill.
D. Nothing -- since ammonia is not harmful if

swallowed.
3 5ad S,
T Los Angeles Unified School District T2 WS 0001 LY
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LEARNING MODULE

—“=

.|| Duty: _Comprehension

Task:_LI13 Read, Understand. and Find Information or Gather Data From
Books, Manuals, Direcrories or Other D

Instruction:

RS Y o, ) I
- Y i
' o

: Read, understand, and find information or gather data
from books, manuals, directories or other documents.

1. Complete pre-test.
2. Discuss A, B, C.

. Tolocateinformdonist.oﬁnd.readandunderstand
specific information upon request.

. These sources are used in the workplace to assist
employees in performing assigned tasks more
effectively.

. How are they used?

1. Operating machines.

2. Responding to emergencies.

3. Following directions.

4. Filling out forms.

5. Responding to a phone request.




LEARNING MODULE
w
Duty: _Comprehension
Task: L13 Read, Understand, and Find Information or Gather Data From
Books, Manuals, Directories or Other Documents
Practice: A Notes
Use the phone book to practice.
o © 1989 Los Angeles Unificd School District WS 0003a LY
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LEARNING MODULE

. Duty: _Comprehension

Task:_L13 Read, Understand, and Find Information or Gather Data From
Books Manuals Di : Other I

Post-Test Notes '
h Directions: Read and study this display.
AMMONIA
- ||| m™e at-around nousenokd cieaner. Use in the kichen, bathroom, utikty
§ room, anywhere in the house. Use for both light and heavy-duty cleaning
A [ L
X
; Wain Tubs
Painted Woodwork Metal Fixtures
= Linoleum Toilet Bowis
- Tile Ver:otian Blinds
Refrigerator Wasn Bowis
Oven Car Washing
Stove Top Garbege Cans
: Use 172 cup 1o a gallon of warm water.
TOUGH JOBS: Use Ammonia full strength for lipstick, tar,
= scuff marks, grease staine. Do not use o
3 clean aluminum pans.
|| caumon: KEEP OUT OF THE REACH OF CHILDREN.
EXTERNAL FIRST AID: Skin: Flush with water; then wash with vinegar.
Eyes: Flush with waier and get medical attention.
INTERNAL FIRST AD:  Administer water, vinegar, clrus juice, or mik
] immediately. Do not induce vomiting. Call a
: physician immediately.
- DO NOT MIX WITH CHLOPINE-TYPE BLEACH OR OTHER
HOUSEHOLD CHEMICALS .
6&-55 Los Angeles Unified School District 4 WS 0004 LY
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LEARNING MODULE
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Duty: _Comprehension

Task:_L13 Read, Understand, and Find Information or Gather Data From
Books. Manpals Di ) Qther D

Post-Test Notes

Directions: Choose the best answer. Answers:
1. Which of the followmg should not be cleaned l. D
with ammonia?
2. A
B Refhgeru
- 3. A
C. Sninl‘::‘s:el appliances ‘
D. Aluminum pans

2. When cleaning with ammonia, what should you
do to be safe?

A. Wear rubber gloves and the windows.
B. Clean the surface first vith wann water.
C. Combine the ammonia +vith vinegar before
cleaning any surface.
D. A lythenmomnuﬂlemsuforlSmmutes
before removing.

3. What should you do if somex.... swallows ammnonia?

A. Give the person fluids to drink; then call the doctor.

B. Induce vomiting.

C. Carefully watch the person to see if he becomes ill.

D. Nothing -- since ammonia is not harmful if
swallowed.

71819 Los Angeles Unified School District s WS 0005 LY
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LEARNING MODULE

Duty: _Comprehension
Task: _L1S Draw Conclusion From Written Material

Pre-Test Notes

Directions: Read and study these medical display labels.

;
:
!
F
F
.

DIRECTIONS

Adults ............. ceaerernes 2 tablespoontuis
, oo
Display #1 610 10years - 2 teaspoontuls

Repeat abov~ dosage every 1/2t0 1
hour if needed untii 8 doses are taken.

SHAKE WELL BEFORE USING

For external use: Apply with cotton three
or four times daily. Do not use more than
Display #2 1/2 the contets of this bottie in any 24-
hour period. In case of deep or puncture
wounds, serious bums, or persisting symp-
toms, consuit pbvsician.

Display #3

SRS
H -\5&,,
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LEARNING MODULE

Duty: _Comprehension
Task: _L15 Draw Conclusions From Written Material
— |
Pre-Test Notes
Directions: Use the display to answer the questions. Answers:

1. What should you do before using Medicine #1? 1. B
A. Heat the medicine. 2. A
B. Shake the medicine.
C. Smell the medicine. 3.C

D. Chill the medicine.

2. Medicine #2 says "For External Use.” What does
this mean?

A. Use the medicine on the outside of the body only.
B. Drink the medicine.

C. Use only as directed.

D. Use the medicine outdoors.

3. You have a cut on your thumb. You want to use
something to keep 1t clean and covered. Which of
the following should you look for on the label?

A. For intemal use only.

2 WS 0001a LY
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LEARNING MODULE

—

Duty: Comprehension
Task:_L15 Draw Conclysions From Written Material

Instruction:

: Draw conclusions from written material.

1. Complete pre-nest.'
2. Discuss A, B, C.

. Read written material, consider facts, personal
experiences and knowledge in selecting relevant facts
to reach an appropriate conclusion. -

. Drawing conclusions are skills used in making sound
and accurate choices.

. How are they used?

1. Emergencies.
2. Following directions.

[SRFY
P |
wn
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LEARNING MODULE

Duty: _Comprehension
Task: __L135 Draw Conclusions From Written Material

Practice: Notes

Ll N 4 G i el
) ' W

““‘“ The questions found below are based on the following Answers:
3 letter of complaint.

3 Display #4 LA

: You can take the enclosed bill 2. B

- .| and stick itin your ear! Ido notowe

3 $53.06, as the enclosed bill claims. ‘1

b owe&lmm.becmselalmadypud

2 00 for the electric toaster back

- n March.

3 I am enclosing a check for $23.06,

which means the bill is mfull
mpoﬁ'yom and get your

1. What is wrong with the letter in display #4?

a. The tone is unreasonable.

b. The grammar is incorrect.

¢. The sentences should be combined into one paragraph.
d. There are several spelling errors.

. What should be added to the letter?

1,9 % Tos Angeies Unifled School District ] WS 0005 LY
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LEARNING MODULE

Duty: _Comprehension
Task: _L15 Draw Conclusions From Written Material

Practice: Notes
The questions found below are based on the following Answers:
letter of request.
1. C
Display #5
b 2.D

1. Please send me another box of
your fine 2. 1 have enclosed
a coupon for one free box from my
last purchase. 3. I have not enclosed
any money because it is free.

1. What is wrong with the letter in display #57

a. The tone of sentence #1 is unreasonable.

b. The grammuar in sentence #2 is incorrect.

¢. Sentence #3 is unnecessary.

d. The sentences should be divided into 2 paragraphs.

2. What should be added to the letter?

a. the writer's age

b. the writer's occupation
¢. the price of the product
d. the name of the product

S WS 0006 LY

e
N
-J




LEARNING MODULE

Duty: _Comprehension
Task: _L15 Draw Conclusion From Written Material

' Post-Test Notes )

Directions: Read and study these medical display labels.

DIRECTIONS

Adults ........................ 2 tablespoontuls

Children: to :

Display #1 6©10years - 2teaspoonfuls
Repeat above dosage every 1/2to 1
hour it needed until 8 doses are taken.

SHAKE WELL BEFORE USING

For external use: Apply with cotton three
or four times dally. Do not use more than
Display #2 1/2 the contents of this bottie in any 24-
hour period. in case of deep or puncture
wounds, serious bums, or persisting symp-
toms, consukt physician.

E,
:
3

AL TR

- || pisplay #3
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uELEARNING MODULE

Duty: _Comprehension
Task: _LLS Draw Conclusions From Written Material

Post-Test

Directions: Answer these questions from the three medical
label displays

1. What should you do before using Medicine #1?

A. Heat the medicine.
B. Shake the medicine.
C. Smell the medicine.
D. Chill the medicine.

2. Medicine #2 says "For External Use." What does
this mean?

A. Use the medicine on the outside of the body only.
B. Drink the medicine.

C. Use only as directed.

D. Use the medicine outdoors.

3. You have acuton thumb. You want to use
something to keep it clean and covered. Which of
the following should you look for on the label?

A. For internal use only.
?:: g%wll before using.
D. Consult phya’cihn.

Notes

| Il

-
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LEARNING MODULE

Duty: _Comprehension
Task:__L17 Read and Understand Business Formsand Letters

Pre-Test Notes
Directions: Read and study these displays.
- Display #1
- Conway will repair or replace your appliance free of charge for twelve
£ moaths from the date of purchase if the appliance is defective in work-

manship or materials. To obtain the full benefit of this warranty and o
“ - avoid any possible dispute as to the expiration of the twelve-month
= period, you are requested 10 compiete and retumn the warmanty registra-

tion card to Conway. Failure 10 do 30 will not affect your rights under

this wasranty provided you can reasonably substantiate the purchase

date by means of a sales slip or other such proof.
% Toommmﬁiwm.mdndefecﬁvepmdwwm
2 This warranty tives you specific legal rights, and you may also have
other rights which vary from stase to state.
*” Display#Z
- SERVICE REQITEST FORM A
If your Conway appliance should require service at any time
during the warranty period, please complete and retum this form
: with the defective unit and sales slip.
Name Model No.
- City State Zp '
; Serial Numbens ~Purchase Dae
; Tiease put i Phone No.

1 WS 0001 LY
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LEARNING MODULE

Duty: _Comprehension

Task: _L17 Read and Understand Business FormsandLetters

ﬁ-

Pre-Test

Directions: Use displays #1 and #2 to answer these questions.
1. You find your hair dryer is not working properly one

month after you buy it. You have the sales slip. How
mucu:vdo you pay to get it repaired at the nearest service
center?

A. You pay a small amount of money.
B. You pay a large amount of money.

C. You do not pay any money.

D. You find out the amount you pay later.

. How long is the warranty for this hair dryer?

A. Six months

B. Nine months

C. Twelve months
D. Eighteen months

. x%a?tmyouaskedtodowidldlewmmymgisnﬁon

A. Send the cand 1o the Better Business Bureau.

B. Fill out the card and send it back to the company.
C. &e:ompmydmn‘twmtyoutosendthecard
D. Fill out the card and keep it at home.

Notes
Encourage students to read and
study displays before attempting
to answer questions.
Arnswers:
1. C
2. C
3B

WS 0001b LY



LEARNING MODULE
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Duty: _Comprehension

Task:__L17 Read and Understand Business FormsandLetters

Instruction:

Task: Read and understand business forms and letters.

1. Coraplete pre-test.
2. Discuss A, B, C.

A. Business forms and letters are formal and informal

messages written by a company or person.
B. They are used as a means of communication.

1. To get information.
2. To give information.
C. How are they used?
1. Making complaints.
2. Apply for an application.

3. Give and follow directions.
4. Buy an item or product.

Notes

Intake (form)




| LEARNING MODULE . _ |
Duty: _Comorchension '
Task: L17 Read and Understand Business Forms and Letters
Practice: Notes
f 1. Write a business letter to explain that you wish to cancel | 1. Discuss parts of a letter.
" your membership.
3 2. Discuss how a friendly letter
. L.A. City Cable Company is differ:nt from business.
2 1515 Sunset Blvd. _ ‘
Los Angeles, CA 90054
) 1999 Los Angeles Unified School District 4 WS 0003 LY




' LEARNING MODULE

Duty: _Comprehension

Task: _L17 Read and Understand Business Forms and Letters

Directions: Read and study these displays.
Display #1

Post-Test ' Notes

date by means of a sales slip or other such proof.

Service center nearest you.

other rights which vary from stase to state.

FULL ONE-YEAR WARRANTY

Conway will repair or replace your appliance free of charge for twelve
months from the date of purchase if the appliance. is defective in work-
- | manship or materials. To obtain the full benefit of this warranty and 0 |
avoid any possible dispute as 10 the expiration of the twelve-month
period, you are requested 10 complete and return the warranty registra-
tiona card to Conway. Failure 10 do s0 will not affect your.rights under
this warranty provided you can reasonably subsantiate the purchase

.| To obtain seevice under this warranty, return the defective product 1o the

This warranty gives you specific legal rigits, and you may also have

Display #2

SERVICE REQUEST FORM A

If your Conway applisnce should require service at any time
during the warranty period, please compless and retum this form

with the defective unit and sales slip.
Name Modsl No.
Address
City State Zp
Serial Numbers Purchass Date
Plasss put in Phone No.
& 19 Los Angsias Unified School Dt 3 WS 0004 LY
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Duty: _Comprehension
Task: _L17 Read and Understand Business Formsandletters

- |
r Post.Test 1 ~no

ost-Test Notes
Directions: Use displays #1 and #2 to answer these questions.
Y Vmﬁndyomhairdryais’notwo:ﬁng y one

month after you buy it. You have the sales slip. How 1. C
much do you pay to get it repaired at the nearest service 2 C

3.B

Answers:

A. You pay a small amouiit of money.
B. You pay a large amount of money. .
C. You do not pay any mocey. -

D. You find out the amount you pay later.

2. How long is the warranty for this hair dryer?

A. Six months

B. Nine months

C. Twelve months
D. Eighteen months

3. ga?tmyouaskedmdowithﬂwwmmymgisntion

A. Send the card to the Better Business Bureau.
B. Fill out the card and send it back to the company.
C. The company doesn't want you to send the card

D. Fill out the card and keep it at home.

¢ WS 0005 LY
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LEARNING MODULE

Duty: _Comprehension
Task: _LI18 Read and Understand Graphs, Charts and Tables to Qbtain
——Factual Information
Pre-Test Notes
Directions: Refer to the time sheet to answer the next questions. Answers:
- TIME SHEET LA
HANLON, Mary March 9 2. B
cmployes Pay Period Ending
- Total 3.D
Daily :
N ouT N our Hours

sonday 9:00 am. | 12:00 pm. | 4:00 pm. | 8:00 pm.
Tuesday 10:00 am. { 2:00 p.m. —— ——
Weinseday | 10:00 am. 3:00 p.m. —— c——

Thursday 1030 am | >.._ pm. e
Friday 9:00 am. | 12:00p a | 400 pm. | 8:00 p.m.
Saturday

9:00 am. ; 2:00 p.m. — J—

Sunday — — — —

1. How many hours did Marv .sork on Tuesday?

A. 4 hours
B. 5 hours
- C. 6 hours
D. 7 hours

2. How many hours did Mary work on Monday?
A. 4 hours
B. 7 hours

C. 8 hours
D. 9 hours

3. How many days per week does Mary work?

. g 7 days
C 3 days
D.

1 WS 0001 LY




LEARNING MODULE

Duty: __Comprehension

Task: L27 Recall Details from Written and Verbal Information

A customer orders three slices of extra thick pizza
with mushrooms, black and green olives, pepperoni,
sausage and onions only on iwo slices. The third
slice was regular crust with cheese, anchovies and
pineapple. The order should include two large sodas,
no ice. The sodas should be mixed half Coke and
half diet Pepsi.

.1. How much pizza was ordered?

2. What was on the single slice of pizza?

3. Were the cther two pieces exactly the same?

If yes, tell how.

If no, tell the difference.

4. How many sodas were ordered?

5. Were they the same?

. practice:. 1
Practice: :

Notes
Read this aloud.
OR

Role play, then ask questions.

© 1989 Los Angsles Unified Suhool District 3
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LEARNING MODULE

Duty: _Comprehension
Task:
Post-Test Notes

Directions: The night crew left the following note for the moming
cnlalw. Read the note and answer the questions that
follow. .

Turn the small bottom oven on for the cook at 5:35 a.m. The
short order grill wasn't cleaned last night because the main water
line broie. The main dining floor needs cleaning. Order 18
packages of hamburger buns, and 20 packages of hotdog buns
from the commissary.

1. Turn on what?

2. At what time?

. Why wasn't the grill cleaned?

w

4. What grill was it?

5. The grill and what needs cleaning?

* 6. How many packages of buns are needed?

7. Order them from where?

8. Who left these instructions?

3tmmmummlm 4 WS 0004 LY
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Directions: Use the above voucher to answer these questions.

1. What will if tls voucher is used at the
Boy's Market’

A. Itcan be used.
B. It can't be used.
C. It may be used at any market.

2. WhawxllhappemfymwantmbuySmsscheese
with this voucher?

A. Yes, you can.
B. You have to buy 10 lbs.
C. No, you can not buy Swiss cheesc.

3. Whatwill if you decide to cash this voucher
on Fetwuary 27, 1989?

A. The voucher is still valid.
B. There 1s no expiration date.
C. It will have expired.

{M Los Angeles Unifted School District 1 WS 0001 LY
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'LEARNING MODULE |

Duty: _Comprehension
Task: L28 Predict Outcomes Based on Written and Verbal Details

Instruction: Notes

Task: Predict outcomes based on written and vgrbal details.

1. Complete pre-test.
2. Discuss A, B, C.

A. To guess what will happen next based on the way
events happened before.

B. Th:swﬂlmcreaseonesundetstandmgofwhatxs
likely to happen.

C. Howisitused? -
1. Taking orders.

© 1989 Los Angeles Unified School District 2 : WS 00022 LY




LEARNING MODULE

%

Duty: _Comprehension '
Task: 128 Predict Outcomes Based on Written and Verbal Details

Practice: Notes

1. Linda arrives at work Monday wearing two gold rings on
her left hand. She forgot to remove her favorite loop
earrings. Her uniform shrank in the dryer last night. It's
now above her knees.

What will happen to Linda if she is seen by her supervisor?

J

2. Joe had a temrible day off yesterday. Today, he doesn't
feel like being friendiy: or courteous. The mother with the
twosnnllbabmcan;usthelphersclf And the person
next to him had better watch out.

What will happen to Joe before the day is over?

3. Xavier came to work on the late shift preparedto gotoa
costume party. He was wearing a coat of make-up. He
had a nice new green punk rock hair cut. He was wearing
a pair of Reebok tennis shoes that would match his complete

party outfit. ‘
What will happen if a sypervisor sees him?

ST Los Angales Unilied School District 3 WSO0003aLY
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' LEARNING MODULE
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Duty: _Comorehension

' Post-Test Notes

VENDOR IDENTIFICANION by dol Bl e L L Answers:
NUMBER 0 Gwe o Tas - RSP WIS GO
| | / 1. B
8&& [ 17 3] 31;“! / 71310077918 C
MY TO TG “UGHES MARKET wae 2.
|| === s e
- WIC ropum SIS canoms ~3C
3 Dostrumen of Maokh Servase
- i N—
- v ——m o g Snw-]
| = M_. ~wbr|
- ° n\| M 132 e ’ |‘
SPRCIC F000S e GUANTITIES %mél‘n ﬁmmué;cmwu

Directions: Use the above voucher to answer these questions.

1. What will if this voucher is used at the
Boy's Market?

A. Itcan be used.
B. Itcan't be used.
C. It may be used at any market.

2. xfymwmtmbuywasscheese
wih tis vourder?

A. Yes, you can.
B. You have 0 buy 10 Ibs.
C. No, you can not buy Swiss cheese.

3. What will if you decide to cash this voucher
on February 27, 1989?

A. The voucher is still valid.
B. There is no expiration date.
C. It will have expired.

WS 0004 LY




LEARNING MODULE

Duty: _Comprehension
Task:_129 Identify Cause and Effect Relationship

Pre-Test : Notes

Party arrived at work fecling very sad, tired and upset. She had Answers: |
been up most of the night taking care of her sick child. Not only

was the child sick, but her husband had just lost his job, and the 1. C

rent was due the next day. In teofthstauywenttowork

because she was wamed about her many absences. 2.D
3B

1. What effect could Patty's mood have on her ability to
relate with others at work?

A. She will be

) B. She will be pleasant.

- C. Customers will find her short tempered.
D. None of the above.

2. Why did Patty go to work?

A. Rentis due.

b. Her husband lost his job.
C. She had been warned before.
D. All of the above.

3. waonﬂdexpecthnyspbperfonmnceﬁmday
to have been:

A. outstanding.

B. poor.

C. the same as before.
D. none of the above.

1 WS 0001 LY
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LEAR%NG“ mmvm
Duty _Cm:m
Task: _L29 Identify Cause and Effect Relationship
Instruction: Notes
Task: Identify cause and effect relationship. Clue words or signals:
" 1. Compiete pre-test. 1. because

2. Discuss A, B, C. 2. since

3. consequently
.A. Cause and effect relationship means something makes 4. therefore

or causes something else to happen. S. thus

6. brought about
B. Toﬁgmomwhymthmghappenedorwhy 7. so that

something works or doesa't work. 8. for this reason

9. as aresult
C. Itis used in the following situations:

1. Following directions.

2. Following safety procedures

3 Supplymg and stocking the workplnce

4. Greeung customers.

S. Cleaning procedures.

© 1989 Los Angeles Unified School Disrict 2 WS 0002 LY




LEARNING MODULE

Duty: _Comprehension

Task: _L29 Identifv Causc and Effect Relationship

Practice: Notes

Directions: Circle the clue words that point to a cause-effect
relationship.

1. Throughout the 1970's hundreds of people have died as a
result of AIDS.

2. Sincenoomknewforcminwhatcausedmediseasc,thete y
was little that could be done to fight it other than hoping and

prayi~g.

3. Consequently, many beliefs have spread as to the possible
causes and cure.

4. AIDS, as we now know, is spread by casual sexual contact
and blood infected with the virus. Therefore, the lack of

adequate knowledge is an important factor in the spreading
of the disease.

_ &1989 Los Angeles Unified School District 3 WS 0003 LY
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LEARNING MODULE

Duty: . Comprehension

Task:_129 Identify Cause and Effect Relationship

Post-Test

Patty arrived at work feeling very sad, tired and upset. She had
been up most of the night taking care of her sick child. Not only

was the child sick, but her husband had just lost his job, and the

rent was due the next day. Msﬁi;eoftlﬁsl’mywentnowqu

because she was wamed about her many absences.

relate with others at work?

A. She will be

B. She will be pleasant.

C. Customers will find her short tempered.
D. None of the above.

2. Why did Patty go to work?

A. Rentis due.

B. Her husband lost his job.

C. She had been wamed before.
D. All of the above.

to have been:

A. outstanding.
B. poor.

- C. the same as before.
D. none of the above.

3. You would expect Patty's job performance that day

1. What effect could Patty's mood have on her ability to .

Answers:
1. C
2D
3. B

Notes

'ﬁh
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LEARNING MODULE |

Directions:  Read the following story and then select the best

answer for each question.

Two people arrived at work late yesterday after a three-hour
delay on the bus. Kim Jones and her cousin Rob Newton were

finally given a rile to work Jones.
waiﬂngforthcbussinceZ:Sl(’)ypG.mthemp

They had been

loyees had previous

nrdyrecoxds. Kim Jones was fired, and Rob Newton was

disciplined for his tardiness.

" 1. What time did the workers arrive at work?

A. At2:30p.m.
B. After 3:30 p.m.
C. After 5:30 p.m.

2. George Jones could be:

A. Rob Newton's son.
B. Kim Jones' husband.
C. Both A and B.

3. Rob Newton:

A. was not in trouble.
B. placed on probation.
C. released from the job.

-
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Duty: _thmm

Task:__L30 Draw Inference from Written and Verbal Information

Instruction:

Task: Draw inference from written and verbal information.

1. Complete
2 Discuss Apr;- C.

A. Inference is the process of drawing a reasonable
conclusion from bits of evidence. These conclusions
are based on a number of hints or clues.

appearance
action

expressions
comments
conversation
personal experience

RAS W

B. To independently reach a reasonable conclusion.
C. How is it used?

1. Taking an order.
2. Stocking supplies.

Notes

Reading between the lines.

Inference is the most likely
conclusion, but not necessarily
always the correct one.
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LEARNING MODULE

Duty: _Compreheosion
Task:__L30 Draw Inferenge from Written and Verbal
| Inf .
Practice: Notes
L. Read the short story and answer the 3 questions. Selection can: be read and
"Oh, not ine, Dr. Smith. I was just stanci'«g here minding students can be quized.
my own t:usiness, see, when this guy asks me to hold his Pictures can be brought in by
cigaretie. students. Discussion about
1. What is the relationship between t1« person speaking D e
and Dr. Smith? inference.
2. If the person speaking is not telling thé trutt, what
is probably the reason for lying?

3. How is Dr. Smith likely to feel about the situation?

II. Answer these questions.

1. Various kinds of materials are used for building homes.
Timber is plentiful, but it is not fireproof, so many
people prefer:

a. pire. c. brick.
b. log houses. d. shingles.

2. Large deposits of coal are buried in the mountains. Coal
is widely used, and many people living in the mountains
are:

a. farmers. c. lo;ga's.
b. fishers. d. muiners.

3. The sign said that people should not feed the monkeys.
But this did not stop the little children who could not:

a. read. c. buy.
d. eat d. squeeze.

© 1989 Los Angsies Unified School District 3 WS 0003 LY




LEARNING MODULE

Duty: _Comprehension
Task:_L30 Draw Inference from Written and Verbal Information

_————._‘
Post-Test Notes
Answers:
1|Directions: Read the following story and then select the best 1. C
answer for each question.

Two people arrived at work late yesterday after a three-hour
delay on the bus. Kim Jones and her cousin Rob Newton were
finally given a ride to work by George Jones. They had been
waiting for the bus since 2:30 p.m. Both employees had previous
tardy records. Kim Jones was fired, and Rob Newton was
disciplined for his tardiness.

1. What time did the workers amrive at work?

A. At2:30 p.m.
B. After 3:30 p.m.
C. After 5:30 p.m.

2. George Jones could be:
A. Rob Newton's son.
B. Kim Jones' husband.
C. Both A and B.

3. Rob Newton:
A. was notin troubl_e.

B. placed on probation.
C. released from the job.

% WS 0004 LY
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'LEARNING MODULE

Duty: Writing

Directions: Identify one or more errors in each sentence. Look Answers:
for errors in spelling, grammar, punctuation and
capitalization. -

1. ioomeuowo:klaieeverday

2. How many ours did mary work on Mcnday.

1 WS 0001 LY
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'LEARNING MODULE
| Duty: Writing
t Task: _L35 _Proofread for Correctness of Spelling, Grammar, Punctuation,
and Capitalization
e e ——
Instruction: Notes

Task: Proofread for correctness of spelling, grammar,
punctuation, and capitalization.

1. Complete pre-test.
2. Discuss 4, B, C.

A. The ability to read written materials and recognize
spelling, grammar, punctuation and capitalization
errors and make necessary correctior.s.

B. You proofread to correct errors so that material
is clear and the message is understood.

C. How is proofreading used?

1. Letters.

2. Memos.

3. Forms.

4. Applications.

5. All written materials.
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LEARNING MODULE

Duty: _Wiiting

Task: L35 Proofread for Correctness of Spelling, Grammar, Punctuation,
and Capitalization

-_—-q
Practice: X Notes

1. Rewrite the following paragraph with correct
" capitalization and grammar.

during the 1980's a man named George herbert walker
bush worked for the government. he come to washington
from texas many years before. serveral ncople who liked
himgivehimpodjobsindxegovemmn} It were soon
discovered that he was talented, and he was elected vice
president of the united states. He are now the president of

this country.

2. Rewrite the following message with correct sﬁelling and
punctuation.

mmmc.xwemepm We hope so
(

We look farward 1 seeing you Frank

and the childrens next month at mom's

It will be great 1o be togather again

Take care
Love
Kim

1989 Los Angeles School Distri . 3 WS 0003 LY
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LEARNING MODULE

Duty: Wiiting
Task:

P

ost-Test Notes
D s o speling, Sraacr, punciaon a0 Answers:
capitalization. 1. B
2.D

1. icome to wark late everday




LEARNING MODULE

Duty: writin%
Task: L37 Write Logical and Understandable Statements and

Phrases to Accurately Fill Out Forms
Pre-Test ' Notes

The student's application will be the
pre-test.




LEARNING MODULE

Duty: Writing .

Instruction:

Task: Write logical and understandable statements and
phrases to accurately fill out forms.

1. Complete pre-test.
2. Discuss A?rg C.

A Responding to written questions on forms with clear,
concise and accurate information.

B. This skill enables others to understand what has
been written.

C. How are they used?

1. Filling out forms.

2. Completing applications.
3. Letter writing.
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Duty: Writing
Task: ite Logical and Understanda aternents and Phra
'ﬁ-

Practice:

POOL CAR MILEAGE '
Moanth:

Dae Name Business Purpose Beginning




LEARNING MODULE
5—' -—
Duty: Writing

Task:__L37 Write Logical and Understandable Statements and Phrasesto

—Accuratelv Fill Out Forms
Practice: . Notes

ABSENCE REPORT FORM

NAME:

DATE OF ABSENCE:

REASON FOR ABSENCE:

CHARGE TO:
——VACATION
—ILINESS
—_CONFERENCE
—_OTHER, EXPLAIN:

EMPLOYEE SIGNATURE:

3 WS 0003a LY




LEARNING MODULE ¢
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Duty: Writing
Task: _L37 Write Logical and "Inderstandable Statements and Phrasesto

*

Practice: Notes

VACATION REQUEST FORM

Name: Date:

Hire Date:
Yacation days available through December 31, 1989:

First choice dates:
Second choice dates:

Projection of projects you might be working on at the time of your vacation request.

Employee Signature:

Group Leader Signature:

Approved By:

71989 Los Angeles Unified School District P! WS 0003b LY
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LEARNING MODULE

I)uty: Speaking

Task:_L39 Speak Fluently with Individuals or Groups
—-——-—i

—Eﬁ%
Pre-Test Notes

This skill will be observed during the
initial interview and will sarve as the.

pre-test.
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LEARNING MODULE

Duty: _Speaking
Task: _L39 Speak Flyentlv with Individuals or Groups

\; —————_———— e e e e o / / / /@ ™ @ @ @ —

Instruction: ' Notes

Task: Speak effectively with individuals-or group.

1. Complete pre-test. '
2. Discuss A, B, C.

A. Produce acceptable word sounds according to
phonetic rules and the dictionary key.

B. Correct pronouciation is needed to cominunicate
orally and be understood.

C. How are they used?

1. Greetings.

2. Taking orders.
3. Giving directions.
4. Interviewing.

{ e————
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LEARNING MODULE

Duty: _Speaking

Task:__L39 Speak Fluently with Individuals or Groups

Practice:

Directions: Students will pair off. One partner will
ask the first question. Each partner will
tell the other how they performed the. task.
Continue to practice until the two feel that
the delivery is smooth, clear and confident.
Do questions 2 and 3 the same way. When
you finish all these questions, change
rolls. '

Question 1-
Your job requires meeting people.
How do you-think y::u are at doing that?

Question 2:

Tell me five things that you think
are important for me to know abo:t
you.

Question 3:

The position you are applying for
involves a lot of strecs. How do
you think you will handle that?

Notes

Gain Handbook, great
source of information.

Prepare enough typed cards
with the 3 questions listed

separately.
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LEARNING MODULE

Duty: Speaking
Task: _L39 Speak Fluenty with Individuals or Groups

Practice:

Directions: Students will pair off. One partner will
ask the first cﬂmtion. Each partner will
tell the other how they performed the task.
Continue to practice until the two feel that
the delivery is smooth, clear and confident.
Do questions 2 and 3 the same way. When
yoltlx finish all these questions, change
rolls.

Question 1:
Your job requires meeting people.
How do you think you are at doing that?

Question 2:

Teil me five things that you think
are important for me to kiiow about
you.

Question 3:

The position you are applying for
involves a lot of stress. How do
you think you will handie that?

Notes

w
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LEARNING MODULE

. [)uty:Speaking

Task:

as Eze Contact, Posture and Gestures.
Pre-Test Notes

L41 Speak Effectively Using Appropriate Behaviors Such

This communication skill will be observed
during the initial interview and will serve

as the pre=test,
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LEARNING MODULE

Duty: Speaking
Task: _L41 Speak Effectivelv Using Appropriate Behaviors Suchas
——Eve Contact, Posture and Gestures
Instruction: Notes

Task: Speak effectively using appropriate behaviors
such as eye contact, posture, and gestures.

1. Complete pre-test.
2. Discuss A, B, C.

A. Communicating your ideas and thoughts clearly, and
knowing when to use appropriate eye contact,
posture and gestures.

B Inordertobeundemoodandrecomxze appropriate
behavior for the customer service occupation.

C. How s it used?

Interviewing.

Greeting customer.

Taking and processing orders.
Cash:enng

et ead i u

1) 19 Los Angeles Unified School District 1 WS 0001 LY
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LEARNING MODULE

Duty: _Specaking

Task:_L41 Speak Effectively Using Appropriate Behaviors
—Such as Eve Contact, Posture. and Gestures

.
Practice: [ Notes

Role play situations such as:

1. Greeting the customer using poor eye contact, touching
customer. :

2. Play this role with the cashier when checking a customer
out.

3. This can be done in job interviewing. Use a situation
where interviewee doesn't use:

A. eye contact

B. poor posture
C. the wrong gesture

e e ————————ttttttte
© 1989 Los Angeles Unified School District 2 WS 0002LY
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LEARNING MODULE

Duty: _Comprehension

Task:_142 Restate, Paraphrase and Summarize Written Materialsto
__Confirm One's Own Understanding of What was Read

e ,
Pre-Test Notes

Directions: Complete the form below, using the following
information.

Carmen Wong took this message from Roberta Lewis for
her immediate supervisor. The cail came at 8:43 on the momning
of April 15. Roberta's car had just caught on fire, and smoke
has filled the inside of the car. Shewasealhngﬁomaphonc
booth on the corer of Manchester and LaBrea. She feels very
nervous and depressed, and doesn't think she will get to work
today. She will call back later.

. To

Date Time
WHILE YOU WERE OUT
Mas
Mr.
Mn,
of
Telephone No. () Ext.
(Centrex) Dial Code (__)
TELEPHONED PLEASE CALL BACK

WAS N TO SEE YOU WIL CALL AGAN
RETURNED YOUR CALL § URGENT
WANTS TO SEE YOU OTHER

1 WS 0001 LY
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LEARNING MODULE
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Duty:

Task:_L42 Restate, Paraphrase and Summarize Written Materialsto
.
Instruction: Notes .

Task: Restate, paraphrase and summarize written materials

to confirm one's own understanding of what was read.

1. Complete pre-test.
2. Discuss A, B, C.

A. To explain briefly in your own words the main ideas
of something you have read.

B. Helps to make it clear, sometimes shorter and easier
to understand and remember.

C. How is it used?
1. Check out at end of shift.

It

|

—_
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LEARNING MODULE

Duty: _Comprehension

Task:_142 Restate, Paraphrase and Summarize Written Materialsto
Confirm One's Own Und ling of Wi :

Practice: Notes

This exercise is similar to the game of "Gossip."

Students will be divided into groups of 4 to 6. An
oral message will be given to the leader of the group who
will repeat it to the next person, and continues until all
students in the group have heard the message. The last
person who received the message will be responsible
for repeating the final message aloud.

This exercise can be done with the entire group.

.. The group will listen tO the final messages. The
teacher will read the criginal message aloud.

3 WS 0005 LY
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LEARNING MODULE

Duty: _Comprehension

Task: _142 Resiate, Paraphrase and Summarize Written Materialsto
Confimm Qne's Qwn Und fing of W] Read

Post-Test Notes

Directions: Complete the form below, using the following
information.

Carmen Wong took this message from Roberta Lewis for
her immediate supervisor. The call came at 8:43 on the moming
of April 15. Roberta's car had just caught on fire, and smoke
has filled the inside of the car. She was calling from a phone
booth on the comer of Manchester and LaBrea. She feels very
nervous and depressed, and doesn't think she will get to work
today. She will call back later. )

. To
Date Time
WHILE YOU WERE OUT
Mss
Mr.
Mrs.
of
Telephone No. () Ext.
{Centrex) Dial Code (__)
TELEPHONED PLEASE CALL BACK
WAS N TO SEE YOU WILL CALL AGAN
RETURNED YOUR CALL § URGENT
WANTS TO SEE YOU OTHER
Message

Angeles Unified School 4 WS 0004 LY
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LEARNING MODULE

Duty: Listening

Task:_L43 Ask Aporopriaie Ouestions to Clarifv Writtenand

—Oral Communications

Pre-Test

. You are stocking paper towels at work and run
" out of them. What should you-ask your boss?

A. Should I go on break until we get more towels?
B. Will you get me more towels? '

C. Where will I find more paper towels?

D. Should I use paper napkins instead?

Your ride to work phoned and said that he would
:so; m;x time. What is the first thing you should

A. Will I still get to work on time?

B. How late will you be?

C. Should I call work and tell them we will be late?
D. Should I find another way to get to work?

You were given some aspirin by your doctor to
give your child. The label on the aspirin bottle
reads like this:

Adult Dosage: 1 tablet every two hours
Childrens Dosage: According to A ge

- Which of the following would you ask first?

A. What is the correct dosage for my child?

B. Should I give half the adult dosage to my child?

C. Should I give twice the adult dosage to my child?

.D. ﬁhou;d I give my child one half of a tablet every
our?

Notes

Answers:

-
-

w o
> w0

'—;'

3 89 Los Angeles Unified School District 1
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LEARNING MODULE

Duty: _Listening

Task:___1A43 Ask Appropriate Questionsto Clarify Writenand
Oral C .

Instruction: Notes

Complete the pre-test.

Listen to a discussion on:

A. What are appropriate questions?
B. Why should appropriate questions be asked?
C. When should appropriate questions be asked?

Complete the practice exercise.

Pass the post-test.

o
D
o




LEARNING MODULE _
(—— ———  ——— ____ _— _ ——  —— — —* —

Duty: _Listening

Task: _L43 Ask Appropriate Questionstc Zlarify Writenand
Oral C -

Practice: Notes

Your instructor will set up a situation where you
will be able to ask appropriate questons.

Q ® 1989 Los Angeles Unified School Diswict 3 WS 0004 LY
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LEARNING MODULE

Duty: _Listening

Task: __L143 Ask Appropriate Ovestions to Clayify Writtenand
Oral C e

Post-Test

1. You are stocking paper towels at work and run Answers:
out of them. What should you ask your boss?
. 1. C

A. Should I go on break until we get more towels?
B. Will you get me more towels? . 2. B
C. Where will I find more paper towels?
D. Should I use paper napkins instead? A

2. Yourrids to work phoned and said that he would
not bh:n?';l ©ime. What is the first thing you should
ask hi

A. Will [ still get to work on time?

B. How late will you be?

C. Should I call work and tell them we will be late?
D. Should I find another way to get to work?

‘3. You were given some aspirin by your doctor to
give your child. The label on the aspirin bottle
reads like this:

Adult Dosage: 1 tablet every two hours
Childrens Dosage: According to Age

Which of the following would you ask first?

A. What is the correct dosage for my child?

B. Should I give half the adult dosage to my child?
C. Should I give twice the adult dosage to my child?
D. ﬁw I give my child one half of a tablet every

l € 1989 Los Angeles Unified School District ¢ WS 000SLY
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LEARNING MODULE

D“ty: Lfstening

Task:_Lb44 Attend to Nonverbal Cues Such as Eze Contact, Posture,

Pre-‘l’est | Ntes

This skill wiil be evaluated during the initial
interview.

B
(91



LEARNING MODULE

Duty: Listening

Task: _L44 Antend 1o Nonverbal Cues S ich as Eve Contact, Posture,
G for Meaaing in C. )

Instruction: Notes

Task: Attend to nonverbal cues such as eye contact,
posture and gestures for meaning in conversations.

1. Complete pre-test. -
2. Discuss AB,C.

A. Recognizing specific nonverbal cues as they
relate to effective communication skills.

B. Knowing that actions speak louder than words
and recognizing that noniverbal cues are reliable
indicators of emotions, desires and attitvdes;
understanding these cues helps us to understand
others and to express ourselves better.

C. Howmthcyused?

Takin . and !
g.ptomsmg completing an order.

Setting up the cash drawer. .

Ringing up sales.
Checking out at the end of shift.

hatibadbod >l o

5' 1989 Los Ar , /les Unified School District 1 WS 0001 LY
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LEARNING MODULE )

Duty: _Listening
Task:_144 Auend to Nonverbal Cues SuchasEveContact,

—Posture and Gestures for Meaning in Conversations.
Practice: Notes

Discuss importance of eyes in nonverbal cues. Many culwral differences.
1. Poker face A. Eye Contact

2. Shifty eyes B. Touching

3. Windowof ' * wl C. Standing too close
Discuss importance of gestures:

(We react to these as much as spoken language.)

1. Smiles

2. Fidgeting

3. Ti tly crossed arms or legs.

4. Sunding stiffly and erect.

Discuss: '

1. How would you react to someone who would not
look you in the eyes?

A. Isita sign of distrust or lack
of interest? Could it be a
cultural difference?

© 1989 Los Angeles Unified School District 2 WS 0002LY
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LEARNING MODULE ‘

Duty: Lictening

Task:'-“" Attend to Nonverbal Cues Such as Eye Contact, Posture,

and Gestures for Meaning in Conversations.

Post Test : Notes

This skill will be observed during the
entire class. :

0154
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LEARNING MODULE

Duty: Speaking
Task:L’oS Take Accurate Notes Which Summarize the Material

Presented from Spoken Conversation
| Pre-Test | Notes

The class will be provided information
about the class on the first.day.

1, Name of Class

2. Teacher

3, Class Location/School
k. Hours Class Will Meet
5. Room Number 1
6. Number of Weeks Class Will Meet

7. Phone Number/Emergency or Absences

8. What will be taught in the class

Page 3 of this lesson will be given to
each student to determine if information
previded was understood.

L: | wou




LEARNING MODULE

Duty: Speaking

Instruction: Notes

Task: Take accurate notes which summarizes the macerial
presented from spoken conversation.

1. Comgiete pre-test.
2. Discuss A, B, C.

A. The process of sorting through oral information
and obtaining main ideas and facts that are:
applicable to you and your job assigr.xment.

B  This procedure is necessary because the information
is now condensed, more manageable and easier
to remember.

C. Howisitused?

1. Taking the order.

=79 Los Angeles Unified School District 1 WS 0001 LY
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LEARNING MODULE

Duty: _Speaking.
Task: _L45 Take Accurate Notes Which Summarize the Material
_—from.eoken Conversanion . |

Practice: ' Notes
During the first class meeting and in an informal introduction 1. The teacher will hand out
tl;e instructor will cover specific information related to this the following prepared page.
class. .
' 2. The students will fill in the
Please discuss: blanks with the appropriate
information.

1. Name of class

2. Name of teacher

3. Class location, school and room number
4. Hours per day class will meet

5. Number of weeks class will meet

6. What will be covered in the class

7. Phone number
a. emergencies
b. absences
2O 59 Los Angeles Unified School District 2 WS 0002LY




Name of Class

Teachers

Class Location/School

Hours Class Will Meet

Room #

What will I learn in this class?

Number of Weeks Class Will Meet

Phone number
(Emergency or Absences)

from Spoken Conversation

L4S Task: Take Accurate Notes Which Summarize the Material Presented

3

212
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LEARNING MODULE

Duty: Speaking

Task:L45 Take Accurate Notes Which Summarize the Material

Presented from Spoken Conversation

Post Test

Page 3 will serve as the post-test

Notes '

— — e e———
e S — -
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LEARNING MODULE

Duty: Listening

Task: Lub6 Follow Directions from Verbal instructions

Pre-Test

The directions given on how to fill out the
application will serve as the pre-test.

I
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' LEARNING MODULE

Instruction:

Task: Follow directions from verbal instructions.

1. Complete pre-test.
2. Discuss A, B, C.

A. To follow verbal directions means to listen well,

B. This skill will help in following established routines
and guidelines. It will allow employees to avoid
costly mistakes, delays and wasted materials.

Take, processand complte the onder
process and complete
Set-up cash drawers.
Ring up sales.

Check out at end of shift.

NounbswNe~

understandthemsu'ucnonspven.mdknowwhatto y
do. Also, it can indicate what you are expected to do.

Notes

o
-~ b
(9]
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LEARNING MODULE

Duty: __Listening
Task: _L46 Follow Directions from Verbal Instructions

Practice:

1. Play the game of Simon Says, emphisizing the
importance of listening.

2. Have all students take sheets of paper out.
a. Write full name in left hand comner.
b. Fold paper in half.
c. Print address in center of paper.

d. Write age in bottom left h= ° :orner.

o)
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DIVISION OF ADULT AND OCCUPATIONAL EDUCATION

WORKING SMART

The Los Angeles Unified School District Workplace Literacy Project

Computational Modules

Manual/Workbook

)
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M-3

M-4

M-5

M-18

M-20

M-21

M-22

M-23

M-30

M-36

M-71

M-73

WORKPLACE LITERACY

Computaticn Modules
(13)

Read and Write Whole Numbers

Add Whole Numbers

Subtract Whole Numbers

Muitiply Whole Numbers

Read and Write Decimals

Round Decimals (Handle Money)

Add Decimals

Subtract Decimals

Multiply Decimals

Read and Write Percents

Compute Discounts, Markup. Tax, Commission, Interest

Use Calculator Operations

Estimate To Determine If Solutions Are Reasonable

 g]
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WORKPLACE LITERACY

Computation Skills

Whole Numbers

Modules 1, 3, 4, 5

Decimals Fractions

Modules 18, 20, 21, 22, 23

Percents

Modules 30, 36

Calculator Concepts

Modules 71, 73




1.

Pre-Test

How would you write four thousand sixty-two

in numerals?

opwp>
>
8

In 8,415 what number is in the hundreds' place?

Al

oNw
COLA &

What would be the next two numbers in the following

series?
37,38, 39

. 25,26
. 35,36
40,41
. 50, 51

ONwy

Notes
Answers: °
1. B
2. B
.C

220
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What: (Performance Objective)

You will read and write whole numbers.

When: (Criteria)

You will be able to read and write whole numbers
correctly when you can answer 2 of the 3 questions
on the post-test correctly.

Why:

It is important to be able to read and write whole numbers
to avoid errors when making change, counting supplies,
and performing other customer service activities.

Notes

221
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Duty: _Whole Numbers _
Task: M-1 Read and Write Whole Numbers

Instruction: Notes

1. Take the pre-test. 1. Give the pre-test.

. Read the performance objective page. 2. Have class/person read the

ormance objective
. Take part in the discussion led by your instructor. perf page.

2
3

. . 3. Provide for a discussion of
4. Do the practice exercise. what whole numbers are.
5

. Pass the post-test. 4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Cive the post-test.
8. Recycle until the student

can answer 2 of 3 questions
on the post-test correctly.

TSD-2 0037 C
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Directions:

Practice: Notes

Complete the practice exercise.

READ AND WRITE WHOLE NUMBERS

If you need scrap paper, ask your
instructor for a blank piece of paper.

The purpose of this practice is to help you
read and write whole numbers.

Read each question. Then read all four of the
choices listed. Select the ONE choice which
best answers the question or completes the
sentence. Mark this choice on the answer
sheet provided by your instructor.

1. What is the total number of words in the box below?

car, brakes, oil, tires, bolts, hose, belt, pump, gas

A 9
B. 10
C. 11
D. 12

2. What is the total number of circles in the box below?

i 0O 0 0 0 0 0 O
: 0O 0 0 00 0O
0O 0 0 0 0 0 O

0. O

18
25
27
28

Onw»>

E::
8

Provide paper for ansv.ers
and computing.
Answers to practice exercise.
1. A 21. B
2.D 2. C
3.C 23. D
4. B 24. A
5.B 25. B
6. C 26. D
7. C 27. C
8. A 28. B
9. B 29. A
10. C 30. A
11. B 31.D
12. A 32.D
13, A 33. A
14. C 34. C
15. C 35. C
16. B 36. D
17. D 3. A
18. D 38. C
19. D 39. B
20. A 40. A

3

(& “789 Los Angeles Unified Schuol District
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Praciice:
3. How would you writc ten thousand in numerals?

A. 100

B. 1,000

C. 10,000
D. 10,000,000

4. How would you write four thousand sixty-two in numerals?

A. 4,62
B. 4,062
C. 4,620
D. 4000,62

5. In 8,415 what number is in the hundreds' place?

A.
B.
C.
D.

00 LA S

6. What would be the next two numbers in the following series?
37,38,39, _ _,

A. 25,26
B. 36,35
C. 40,41
D. 50,51

7. How would you write eight hundred seventy?
A. 8070
B. 807
C. 870
D. 80070

8. What is the ten thousands digit in 6,543,210?

Nnwp
[SETS AV ¥ -N

o

ro
k)
o
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9. Which of the following numbers has a 3 in the tens' place and a 7 in the ones' place?

10.

11.

12.

13.

14.

Practice:

A. 3417
B. 4,137
C. 4,317
D. 7,341

How would you write 5,209,000 in worc3?
A. five thousand two hundred nine thousand

B. five million two hundred nine
C. five million two hundred nine thousand

'D. five, two oh nine million

Which of the following numbers is equal to 13 thousands and 70 ones?

A. 1,370

B. 13,070
C. 130,070
D. 1,300,070

When we count by ones what will be the next two numbers following 8,010?

A. 8,011; 8,012
B. 8,110; 8,210
C. 8,008; 8,009
D. 8,020; 8,030

Arrange these numbers in order from smallest to largest.
280, 9890, 8980, 890

A. 280, 890, 8980, 9890
B. 280, 890, 9890, 8980
C. 890, 280, 9890, 8980
D. 9890, 8980, 890, 280

How would you read 1,026?

A. one thousand two hundred six
B. ten thousand twenty-six

C. one thousand twenty-six

D. one hundred twenty-six

43759 Los Angeles Unified School Distrct s
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16.

17.

18.

19.

Practice:

15. What is the total number of checks in the box below?

C AR B BE BE BE R R BE BE B AR A
L AR B BE BE BE B SR BE BN B R A

#
#

LB BE B B R X
LB K BE 3R AR X

ONnwy»
S8es

How would you write two million three thousand twenty-seven in numerals?

A. 2,300,027
B. 2,003,027
C. 2,000,327
D. 2,000,3027

Round 862,458 to the nearest thousand.

A. 862,000
B. 860,000
C. 862,460
D. 862,500

Which is most?

A. one hundred thirty-nine
B. one hundred forty-eight
C. one hundred fifty-two

D. one hundid fifty-seven

Round 139 to the nearest hundred.

A. 200
B. 140
C. 130
D. 100

b

Ny
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Duty: Whole Numbers

Task: —M-:1 Read and Write Whole Numbers

e ————————————
Practice:

20. The population of Sacramento, California is 50,319. Round this number to th: nearest
thousand.

A. 50,000
B. 50,300
C. 50,320
D. 60,000

21. What is the totzl number of words in the box below?

drill, chisel, plane, auger, bit, rachet

Oowp
= ~J O\ LA

1

22. What is the total number of circles in the box below?

000000
000 Q00O
- Q000

X °°°

o ©

(-]

"A. 17
B. 19
C. 21
D. 15

23. How would you write one thousand in numerals?

A 10
B. 100
C. 110
D. 1,000
U 5Ton Angeies Unifed Sehool Dt 3 TSD2 004200




4.

27.

Practice:

How would you write ten thousand fourteen in numerals?

A. 10,014
B. 10,104
C. 10,140
D. 14,010

In 9,453 what is in the hundreds' place?
A 3

vow
O

. What would be the next number in the following series?

36, 37, 38,39, ___

How would you write 250,090 in words:

A. twenty-five thousand ninety

B. two hundred five thousand ninety

C. two hundred and fifty thousand ninety
D. two hundred and fifty thousand nine

28. What is the digit in the ten-thousands’ place for 789,014?
A 7
B. 8
Co9
D. 0
89 Los Angeles Unified School District 9 TSD-2 0043 CO
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Duty: _Whole Numbers
Task: —M-1Read and Write Whole Numbers

Practice:

29. Which of the following numbers has a 7 in the hundreds' place and a 1 in the
ones' place?

A. 2,701
B. 2,071
C. 7,201
D. 7,210

30. How would you write 8,000 in words?

A. eight thousand

B. eighty thousand

C. cight hundred thousand
D. eighty hundred

31. Which of the following numbers is equal to 17 thousand and 17 ones?

A. 1,717
B. 17,170
C. 17,177
D. 17,017

32. When we count by ones, what will be the next number foliowing 8,797?

A. 8,797
B. 8,897
C. 9,798
D. 8,798

33. Count the number of #'s in the

EEREREREER.,
 EEEEEERERS

gow»
rBs=

89 Los Angeles Unified School District 10
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Duty: _Whole Numbers

Task:__M-1Read and Write Whole Numbers

Practice:

34. How would you read 5,040?

A. fifty thousand forty
B. five thousand four hundred
C. five thousand forty
D. five hundred thousand four

35. Which number is smallest?

A. 568
B. 1,215
C. 432
D. 1,000

36. How would you write three million, twenty thousand, seventy three?

A. 320,730

B. 3,200,703
C. 3,020,730
D. 3,020,073

37. Round off 42,637 to the nearest ten.

A. 42,640 .
B. 42,600
C. 42,000
D. 43,000

38. Which is the most?

A. one thousand two
B. one thousand three
C. one thousand ten
D. one thousand

11 TSD-2 0045 CO




Duty: Whole Numbefs

Task: _M-1Read and Write Whole Numbers

Practice:

39. Round 257 to the nearest ten.

A. 250
B. 260
C. 300
D. 255

40. The 1980 population of Malibu, California was 32,426. Round this number to the nearest
thousand.

A. 32,000
B. 32,400
C. 33,000
D. 33,400

. I{IIC” Los Angeles Unified School District TSD-2 0046 CO
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Task:_ _M-1 Read and Write Whole Numbers

Post-Test

1. How would you write four thousand sixty-two

in numerals? Answers:
A. 4,62 1. B

B. 4,062 2. B

C. 4,620 3. C

D. 4000,62

2. In 8,415 what number is in the hundreds' place?

vow>
00 LA H

3. What would be the next two numbers in the following
series?
37, 38,39

A. 25,26
B. 35,36
C. 40, 41
D. 50,51

TSD-2 0047 C
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Duty: Whole Numbers

Task: M-3 Add Whole Numbers

Pre-Test Notes
1. 7+49= Answers:

A. 13
B. 16
<17
D. 79

2. 42 .
21 i
A. 49 '
B. 59 :

C. 69
D. 4,227 4

3. Find the sum cf 63, 5, 86, and 307.

A. 361
B. 460
C. 461
. 2,297

had i o
olp)-

.

-
2
3

.
-
-
N
-
3

i
.
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Duty: Whole Numbers

Task: M-3 Add Whole Numbers

- —————————————————————————————————— —————————
What: (Performance Objective) Notes

You will subtract whole numbers.

When: (Criteria)

You will be able to subtract whole numbers correctly
when you can answer 2 of the 3 questions on the
p.st-test correctly.

It is important to be able to subtract whole numbers to
avoid errors when adding a guest check, ordering supplies
and performing other customer service activities.

© 39 Los Angeles Unified School District 2 TSD-3 0002 CO
ERIC e



: Task: M3 Add Whole Numbers

Instruction: Notes
1. Take the pre-test. 1. Give the pre-test.

2. Read the performance objective page. 2. Have class/person read the
performance objective page.

. ) 3. Provide for a discussion on
4. Do the practice exercise. adding whole numbers.

3. Take part in the discussion led by your instructor.

5. Pass the post-test. 4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
wis module is attached.

7. Give the post-test.

:f 8. Recycle until the student can
| answer 2 of 3 questions on
the post-test correctly.

p—

© __89 Los Angeles Unified School District 3 TSD-3 0003 CO
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" Client: LAUSD
LEARNING MODULE Occupation: Customer Service
Date: 1/31/89
Duty: Whole Numbers
Task: M-3 Add Whole Numbers
L]
Practice: Notes
Complete the practice exercise. Provide paper for answers and
computing.
DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper. Answers to practice exercise.
The purpose of this practice is to help yor: 1. A 2. A
add whole numbers. 2. B 22. D
3. C 23. C
Read each question. Then read all four of 4. A 24. A
the choices listed. Select the ONE choice 5. D 25. D
which best answers the question or com- 6. C 26. D
pletes the sentence. Mark this choice on the 7. D 27. B
answer sheet provided by your instructor. 8. A 28. C
9. C 29. B
1. 4+45= 10. A 30. A
11. B 31. C
A9 12. C 32. C
B. 11 13. B 33. A
C. 45 14. D 3. D
D. 54 15. B 35. A
16. D 36. -D
2. 7+9= 17. B 37. C
18. C 38. B
A 13 19. D 39. B
B. 16 20. A 40. B
C 17
D. 79
3. 4
+ 27
k A. 49
B. 59
z C. 69
D. 4,227
g
i 4. 842+6+6=
A. 22
B. 28
C. 52
D. 148
© 1988 Educational Dats Systems, Inc. TSD-3 0004 CO




Task: M-3 Add Whole Numbers

Practice: Notes

5. 67
+ 39

A. 16
B. 28
C. 105
D. 106

6. 35+53+97=

A. 88
B. 175
C. 185
D. 285

7. 98
Z6
+ 83

A. 167
B. 197
C. 198
D. 207

8. 11+101+110=

| A. 222
. 232
321
322

9. 4,763
‘i + 2,572

A. 2,191
| B. 7,235
C. 7,335
D. 9,336

vnw
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11.

12.

13.

‘14,

Practice:
47+423+8 =

A. 478
B. 495
C. 498
D. 1,693

201 plus 2,100 equals

A. 1,401
B. 2,301
C. 22,100
D. 2,002,101

Find the sum of 63, 5, 86, and 307.

A. 361
B. 460
C. 461
D. 2,297

Add 5,583
6,209

. 11,785
11,795
. 11,831
15,795

Add 8,466
727
84

9,167
. 9,176
9,276
9,277

vow>

w >

on
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Duty: Whole Numbers
Task: M-3 Add Whole Numbers

ﬂ: P

ractice: Notes

15. 43,022

16. 183

17. 2,405

18.

19.

1989 Los Angeles Urified School District 7 —T5D-3 0007 CO
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Duty: Whole Numbers

21. 5+6=

22. 4+9=

Notes

(3]

30




> Q

26. 37+64+29 =

A. 111
B. 119
C. 120
D. 130

27. 87
43

£+ 19

owp
=28

1
D. 219

[

28. 2+221+122=

A. 222
B. 212
C. 365
D. 441

29. 2,345

+ 3,567
A. 4,789
B. 5912
C. 5,902
D. 6,912

30. 54+532+1=

A. 587
B. 577
C. 584
D. 987

31. 410 plus 4,100 equals

A. 850

B. 8,200
C. 4,510

D. 4,100,410

R P TR RS s b
R 2% 3 ‘%"\\ B \.\\ .
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1

Duty: Whole Numbers

e SO

Task: M-3 Add Whole Numbers

Practice:

Notes

789 Los Angeles Unified School District 3
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Duty: Whole Numbers
Task: M-3 Add Whole Numbers

—‘
Practice: Notes

32. Find the sum of 64, 8, 77, and 446.

A. 510
B. 5717
C. 595
D. 1,518

33. Add 8,87;
3,000

A. 11,874
B. 18,714
C. 8,868
D. 11,784 1

4,379
738
78

. 4,993
5,458
. 5,195
. 5,355

35. 54,007
+_17.994

A. 72,001
B. 71,001
C. 72991
D. 71,991

36. 5,676
+_ 6,541

11,117
. 11,217 :
12,117
. 12,217

34.

3

UOwE»>

Wy

oo
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Task: M-3 Add Whole Numbers

e
Practice: Notes

37. 1,201
+ 323

A.
B.
C.
38. 10,009 +299 =

A. 10,299

B. 10,308

C. 10,409

D. 12,990

39. 6,666 + 40 =

-
E
]
[

O 89 Los Angeles Unified School District 1 TSD-3 0011 CO
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1. 749 =

A. 13
B. 16
C. 17
D. 79

2. 42
27

49
59
69
. 4,227

vnwy

Task: M-3 Add Whole Numbers

Post-Test

3. Find the sum of 63, 5, 86, and 307.

. 361
460
461
2,297

NEp»

o

NOw

3]

o’
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Task: M-4 Subtract Whole Numbers

-='=
Pre-Test Notes
1. 19 Answers:

>

w
W
vavu

2. 103-76=

A. 23
B. 26
C. 27
D. 37

3. Find the difference between 3,281 and 5,982.

A. 1,299
B. 1,399
C. 2,699
D. 2,701

1 TSD-3 0001 CO
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4
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Task: M-4 Subtract Whole Numbers

What: (Performance Objective)
You will subtract whole numbers.

When: (Criteria)

You will be able to subtract whole numbers cormrectly
when you can answer 2 of the 3 questions on the
post-test corrmctly.

It is important to be able to subtract whole numbers to
avoid errors when adding a guest check, ordering supnlies
and performing other customer service activities.

TSD-3 0002 CO _



Duty: Whole Numbers
Task: M-4_Subtract Whole Numbers

AL AT TT WIS C i 80 0

(
|
|
|
!
\

Instruction: Notes
1. Take the pre-test. 1. Give the pre-test.
2. Read the performance objective page. 2. Have class/person read the
il . performance objective page.
3. Take part in the discussion led by your instructor.
3. Provide for a discussion on
4. Do the practice e:. rcise. adding whole numbers.

5. Pass the post-test. 4. Allow students to complete
the practice exercises.

5. Correct practic~ exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.
/
599 Los Angsles Unified School District 3 TSD-3 0003 CO
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Duty: Whole Numbers
Task: M4 Subiract Whole Numbers

KA KIILE LIRS LE N8 ST

§ Practice: Notes
Complete the practice exercise. Provide paper for answers and
computing.
DIRECTIONS: If you need scrap paper, ask your instructor '
for a blank piece of paper. Answers to practice exercise.
The purpose of this practice is to help you i. B 21. B
subtract whole numbers. 2. D 22. C
3. C 23. D
Read each question. Then read all four of 4. D 24. C
. the choices li Select the ONE choice 5. C 25. A
whichbestanswusmcsuon'orcom- £ A 26. B
pletes the sentence. this choice on the 7. B 27. B
answer sheet provided by your instructor. 8. A 28. A
9. B 29. D
1. 7 10. C 30. B
4 11. A 31. C
12. C 32. A
A 2 13. D 33. D
B. 3 14. A 34. B
C 4 15. D 35. C
D. 11 16. A 36. A
17. D 37. D
18. B 38. C
2. 19 19. C 39. A
i =6 20. B 40. C
A 3
B. 7
C 12
D. 13
3. 3,288
- 2,135
A. 153
B. 1,143
C. 1,153
D. 5,423
H
O __89 Los Angeles Unified School District 4 TSD-3 0004 CO




Practice: Notes

Nw
-~ ~3
[ S X =]

vow
83

7. 383-201 =

173
. 182
404
2,283

>

ONw

8. 5,000

onwp
»
2

(& *989 Los Angeles Unified School District 5 TSD-3 0003 CO
‘ERIC
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9. 853-71 =

A. 143
B. 782
C. 822
D. 882

10.

A. 391
B. 399
C. 401
D. 499

11. 6,050
- 4275

. 1,775

A

B. 1,785
C. 1,975
D

13. 77,285

Task: M-4 Subtract Whole Numbers
0

Practice:

Subtract 504 from 905.

Notes

o)

) |

TSD-3 0006 CO




Duty: Whole Numbers

14,

16.

17.

18.

46-27=

A 19
B. 21
C. 28
D. 29

A. 1,299
B. 1,399
C. 2,699
D. 2,701

1,602
- 684

918
1,028
1,928
. 2,082

STl 1=

34-28=

A. 16
B. 14
C. 8
D. 6

Task: M-4 Subtract Whole Numbers

Practice:

15. Subtract 3,281 from 5,982.

Find the difference between 63 and 46.

A. 13
17
23
27

onw

Notes

O 189 Los Angeles Unified School District

: ERIC

TSD-3 0007 CO
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Duty: Whole Numbers
Task: M-: _Subtract Whole Numbers

Practice: Nptes

S
koo INW
B

onwy
L K- 37 ¥ N
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Task: M-4_Subtract Whole Numbers

.
Practice: Notes

i . D. 102

26. 47-43 =

27. 450 minus 125 =

A. 475
B. 325
C. 300
D. 250

28. 6,000

- 5,989

A. 11
B. 21
C. 101
D. 111

i O 189 Los Angeles Unified School District 9 TSD-3 0009 CO
ERIC
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Duty: Whole Numbers 4

R A M AT P,

Task: M-4 Subtract Whole Numbers

|

Practice: Notes
29. 741-56=

A. 595
B. 585
C. 695
D. 685

30. Subtract 501 from 805.

A. 29
B. 304
C. 306
D. 696

31. 4,495
- 3,279

i

A. 1,124
B. 1,206
C. 1,216
D. 1,224

: A. 4,535
4,545
5,535
5,455

onw

© 89 Los Angeles Unified School District 10 TSD-3 0010 CO
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Practice:
33. 1,000,00(2)

>

. 888,888
998,998
999,888
993,998

onw

34. 10,721

35. Subtract 1,673 from 4,774.

2,199
B. 2910
C. 3,101
D. 6,899

>

36. 75 )
-33

42
43
32
24

vnw>

Npes

RIC

Full Tt Provided by ERIC.
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

39. 6,001
=62

Unwy
S

0
SRLL

5
=

Onwy>
no S
ORAEN

Practice
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Duty: Whole Numbers

Task: M-4 Subtract Whole Numbers

Post-Test

A. 23
B. 26
C. 27
D. 37

3. Find the difference between 3,281 and 5,982.

A 1299
B. 1,399
C. 2,699
D. 2,701

Notes
Answers:

W
vau
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Duty: Whole Numbers

esanse (mmmﬂm&n
{

Task: M-5 Multiply Whole Numbers

Pre-Test Notes
Answers:

0
-}
W
olole)

3. What is the product of 46 and 32?

A. 78
B. 1,350
C. 1472
D. 1,792
-" O 789 Los Angeles Unified School District 1 TSD-3 0001 CO
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Task: M-5 Multiply Whole Numbers

.a

What: (Performance Objective) Notes
You will multiply whole numbers.

When: (Criteria)

You will be able to multiply whole numbers correctly
when you can answer 2 of the 3 questions on the
post-test correctly.

Why:

It is important to be able to multiply whole numbers
when computing multiple food orders, drink orders,
and when performing other customer service activities.

‘llC”mm Unified School District 2 TSD-3 0002C0
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Task: M-5 Multiply Whole Numbers

J Instruction: Notes

1. Take the pre-test. 1. Give the pre-test.
2. Read the performance objective page. 2. Have class/person read the
performance objective page.

3. Participate in the disccussion led by your instructor.
. . 3. Provide for a discussion on
4. Do the practice exercise. multiplying whole numbers.

5. Pass the post-test. 4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.
8. Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.

e - o
© 989 Los Angeles Unified School District TSD-3 0003 CO
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Duty: Whole Numbers
\ Task: M-S _Multiply Whole Numbers
1 Practice: Notes
Complete the practice exercise. Provide paper for answers and
computing.
DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper. Answers to practice exercise.
The of this practice is to help you 1. B 21. C
multiply whole numbers. 2. D 22. D
3. C 23. A
Read each question. Then read all four of 4. A 24, A
the choices listed. Select the ONE choice 5. B 25. B
which best answers the question or com- 6. B 26. B
pletes the sentence. this choice on the 7. C 27. C
answer sheet provided by your instructor. 8. C 28. A
9. D 29. D
1. 9x6= 10. B 30. B
11. A 31. C
A. 48 12. A 32. B
B. 54 13. D 33. D
C. 56 14. B 34. B
. 63 15. C 35. C
16. A 36. A
17. D 37. D
18. C 38. D
2. 29 19. C 39. C
x4 20. A 40. A
A. 96
B. 106
C. 108
D. 116
3. 3x26=
A. 58
B. 68
C. 78
D. 87
© 1989 Los Angales Unified School District 4 TSD-3 0004 CO
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Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

‘m{‘mm&/f&’fllﬁg S

Practice: Notes

H 4 a2
x7

A. 3,003
B. 2,903
C. 2976
D. 2,803

5. 5,473
x 8

A. 43,764
B. 43,784
C. 43,792
D. 4,

6. 15x19=

A. 134
B. 285

C. 1,095
D. 1,519

7. 26-13=

A.39
B. 38
C. 338
D. 348

. What is the product of 46 and 32?

78

1,380
1,472
1,792

ONw>

. #7989 Los Angeles Unified School District 5 TSD-3 0005 CO
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Duty: Whole Numbers

Task: M-S Multiply Whole Numbers

9. 5x3x7=

A. 56
B. 82
C. 95
D. 105

10. 10x10x10=
A. 100
B. 1,000
C. 1,100
D. 10,000

11.

Lol
~)
23

w
[~ )

00
-4}

unwy

g ol

Sh%k
]

12.

Practice:

Notes

(" 989 Los Angeles Unified School District
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Duty: Whole Numbers

Task: M-S Multiply Whole Numbers

—_— — — —— —
Practice: Notes

15. 48

16. 34

A. 578
B. 561
C. 588
D. 375

17. Multiply 4,016 by 2.
A. 4,032
. 8,216

B
C. 8,320
D. 8,032

18. 68,000x 8 =

(5 989 Los Angeles Unified School District 7 TSD-3 0007 CO




Duty: Whole Numbers

Task: M-5 Multiply Whele Numbers

Practice:
19. 19

A. 399
B. 310
C. 380
D. 210

20. Which is largest?

A. 5x7
B. 4x8
C 3x11
D. 6x4

21. 7x5

22. 15

23.

TSD-3 0008 CO



Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

— e —
Practice: Notes

26. 12x17 =

A. 108
B. 204
C. 208
D. 719

27. 13-13=

A 26
B. 39
C. 169
D. 1,313

28. What s *he product of 36 of 63?

A. 2268
B. 2368
C. 2700
D. 9900

>
=




Duty: Whole Numbers

Task: M-5 Multiply Whole Numbers

Practice: Notes

29, 7x6x5=

A 30
B. 42
C. 200
D. 210

30. 10x10x1=

A. 10
B. 100
C 110
D. 1,000

31. 516

ntissicieaichisiciichontionatamsbissiimiamiiblsbichaidetin e ——
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Duty: Whole Numbers

Task: M-5 Muitiply Whole Numbers
;ﬁ—_—————ﬁ_—-
Practice: Notes

33. 2,109
x 14

A. 10,545
B. 12,113
C. 16,109
D. 29,526

35.

© - 1989 Los Angsies Unified School District 7 TSD-3 0011 CO
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Task: M-5 Multiply Whole Numbers

Practice Notes

37. Multiply 192 by 6.
A. 1,142

B. 1,088

C. 3,552

D. 1,152

38. 6,051

A. 18,053
B. 18,015
C. 18,083
D. 18,153

39. 453

40. Which is largest?

oNwy
© = & oo
SRR,
o=
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Duty: Whole Numbers

Task: M-5 Muitiply Whole Numbers

- »‘*‘
I Post-Tes Notes

Answers:

—
(>4
O

A. 96
B. 106
C. 108
D. 116

bod il o
NNv

2.26°13=

A. 39
B. 38
C. 338
D. 348

3. What s the product of 46 and 32?

( 789 Los Angeles Unified School District 13 TSD-3 0012B CO
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Task: M-18 Read and Write Decimals

—_—  —————  ——————————————————— ———————————— —~————
Pre-Test Notes

1. Eight and three tenths is: Answers:

A. 8.03
B. 83
C. .83
D. 80.3

W N
YU w

TR
e

Which of these decimals is largest?

501
.505
055
S5

oowp

3. Which of the following is equal to 0.5?

A. 0.0005
B. 0.005
C. 005
. 0.50
|
3 789 Los Angeles Unified School District 1 TSD-3 0001 CO
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Task: M-18 Read and Write Decimals

—
What: (Performance Objective) Notes

You will read and write decimal fractions.

When: (Criteria)

You will be able to read and write decimal fractions
correctly when you can answer 2 of the 3 questions on
the post-test correctly.

Why:

Itis important to be able to read and write decimal
fractions as money is written with the "change" portion
as adecimal fraction. In customer service occupations
you deal with money.

} O 789 Los Angeles Unified School District 2 TsD-3 0002 CO

: ERIC 272




Instruction:
1. Take the pre-test.

. Read the performance objective page.

2
3. Take part in the discussion led by your instructor.
4. Do the practice exercise.

5. Pass the post-test.

Task: M-18 Read and Write Decimals

Notes
Give the pre-test.

Have class/person read the

performance objective page.

Provide for a discussion on
reading and writing decimals.

Allow students to complete
the practice exercises.

Correct practice exercises
with student.

If possible, give additional
problems for examples of the
performance task to which
this module is attached.

Give the post-test.
Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.

Eréwmmmumscmxmm"' 3
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Task: M:-18 Read and Write Decimals

—_  —— — ——— — ——— —— —— ——— ———————— — ——————

Practice: Notes
Complete the practice exercise. Provide paper for answers and
computing.
DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper. Answers to practice exercise.
The purpose of this practice is to help you 1. C 21. B
read and writ2 decimals. 2. B 22. C
3. A 23. B
Read each question. Then read all four of 4. D 24. D
the choices li Select the ONE choice 5. A 25. A
which best answers the question or com- 6. D 26. C
pletes the sentence. Mark this choice on the 7. B 27. D
answer sheet provided by your instructor. g g %g g
1. Which of the following is the smallest number? 10. é g(l) g
11. .
A. 433 12. B 32. A
B. 43 13. D 33. D
C. 043 14. A 34. B
D. .403 15. D 35. D
16. A 36. C
17. C 37. A
18. B 38. C
2. Eightand three tenths is 19. C 39. C
20. D 40. D
A. 8.03
B. 8.3
C. 83
D. 80.3

3. In 895.723 what numeral represents hundredths?
A 2

uOw
O~
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Task: M-18 Reud and Write Decimals

- —
- » _-.’ - _l
Practice: Notes
4. Which of thc fellowing is egual to 0.5?

A. 0.0005

B. 0.005

C. 005

D. 0.50

5. Which of the following is a way of writing thre¢
and two thousandths?

A. 3.062
B. 3.02
C. 32

D. .032

6. Which of the following is a way of writing ten
and thirty-five thousandths?

A. 10.0035
' B. 10.350
C. 10.35

D. 10.035

7. Which of the following is a way of writing
forty-two hundredths?
A. .0042
B. 42

C. 42.00
D. 4200

8. How should 7.03 be read?

7 and
7 and 3 hundredths
7and 3

© 1989 Los ‘Angeles Unified School District 5 TSD-3 0005 CO
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; Task: M-18 Read and Write Decimals
3 ' Practice: Notes
9. Round 7.892 to the nearest one.

10. Round 84.687 to the nearest tenth.
A. 84.7
B. 84.69
C. 84.6
D. 85
11. Which of these numbers is the largest?

. 02

12. What is the decimal for thirty and eighteen

A. 30.18

B. 30.018
C. 30.180
D. 30.0018

13. The 7 in 3.187 means

A. 7 tenths
B. 7 hundreds
C. 7 hundredths
D. 7 thousandths
L
3 89 Los Angeles Unified School Diswrict 6 TSD-3 0006 CO
3 276




Duty: Decimal Froctions
Task: M:18 Read and Write Decimals
— s — |
Practice: Notes ;
14. Round 29.45 to the nearest one.
A. 29
B. 29.40
C. 29.50
D. 30
15. Which of these decimals is largest?
A. .501
B. .505
C. 055
D. .55
16. Two hundred one thousandths is
A. 201
B. 0201
C. 200.0001
D. 201.009
17. Which one of the following numbers is greater
in value than .561?
A. 5
B. .516
C. 6
D. .51
18. Which of the following is a way of writing five
hundred one thousandths?
A. 050!
B. .501
C. 501,000
D. 500.1
——
¢ 19 Los Angeles Unified School District TSD-3 0007 CO
. ERI! 277
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- H  Duty: Decimal Fractions
Task: M-i8 Read and Write Decimals
. Practice: Notes

19. Which of ihe following is in order from largest
to smallest?
A. .20, .25, 1.50, 2.95
B. 2.05, 1.50, .20, .25
C. 2.05, 1.50, .25, .20
D. 1.50, 2.05, .25, .20
20. How would you read the decimal .002?
A. two thousands
B. two ten thousandths
C. two hundredths
D. two thousandths

21. Which of the following is the largest number? .

A 8
B. 9
C. .808
D. .889

22. One and five tenths is

A. 1.05
B. 1.510
C. 15

D. .1510

23.

O e et ——————
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Duty: Decimal Fractions

24,

26.

27.

28.

Task: M:-18 Read and Write Decimals

Practice:
Which of the following is equal to .78?

A. 0.708
B. 0.078
C. 0.870
D. 0.780

Which of the following is 2 way of writing
two and 5 tenths?

A 25
B. 2.05
C. 25
D. .205

Which of the following is a way of writing
two hundredths?

A. 200.0
B. .200
C. .02

D. .002

Which of the following is a way of writing
thirty sever hundredths?

A. 3700
B. 3700.00
C. .037
D. .37

How should 19.009 be read?

A. Nineteen and nine thousandths

B. Nineteen thousand and nine thousandths
C. Nineteen and nine hundredths

D. Nineteen and ninety hundredths

Notes

Do
-}
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Task: M-18 Read and Write Decimals

FI Practice: Notes

29. Round 5.509 to the nearest tenth.

oow>
A A a
onino

30. Round 103.999 to the nearest one.

A. 104

B. 104.99
C. 104.0
D. 103.99

31. Which of these numbers is the smallest?

A. 01
B. .001
C. .0011
D. .00101

32. Write eight and seven thousandths as a decimal.

A. 8.007
B. 8.070
C. 8.087
D. 0.087

33 in the number 1.2385 means

3

3 tenths

g thousandths
3

thousand

. The
A.
B.
C.
D. 3 hundredths

O 989 Los Angeles Unified School District 10 **"D-3 0010 CO
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Task: M-18 Read and Write Decimals

Practice: Notes
34. Round 123.11 to the nearest tenth.
A. 123.101
B. 123.1
C. 1230
D. 123.

35. Which of these numbers is smaller than .9?

A 19
B. .901
C. 91
D. .19

36. In which of these numbers does 7 have the
greatest value?

A. 7.0000
B. 70.000
C. 7,000

D. .700000

37. Which of tae following numbers is greater than .403?

A. 430
B. .043
C. 402
D. .4003

38. Which of the following is a way of writing forty-three
hundredths?

A. 4,300
B. 43.00
C. 43

D. .043

G'?”MM@IQUWSMIWM 11 TSD-3 0011 CO
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Task: M-18 Read and Write Decimals

_.
| Practice Notes

39. Which of the following is in order from smallest
to largest?

A. .27, .06, 1.02, .3
B. .27, .3, .06, 1.02
C. .06, .27, .3, 1.02
D. .3, .27, .06, 1.02

40. How would you read the decimal .04?

A. four tenths

B. four thousandths
C. four hundreds
D. four hundredths

039 Los Angeles Unified School District 12 TSD-3 0012A CO




Task: M-:18 Read and Write Decimals

Post-Test Notes
1. Eight and three tenths is: Answers:
A. 8.03 1.B
B. 83 . 2. D
C. .83 3.D
D. 80.3

2. Which of these decimals is largest?

501
505
055
S5

Tel T

3. Which of the following is equal to 0.5?

0.0005
0.005
0.05
0.50

onw>
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Pre-Test Notes

1. Write 250¢ another way. Answers:

A. $0.25 1. B
B. ;2.50
C. $25.00 2. B
D. $250

3.B

2. $.02is the same as:

A. 20¢

B. 2 pennies
C. 2dimes

D. 2dollars

3. Round $14.8467 to the nearest cent.

A. $14.84
B. $14.85
C. $14.00
D. $14.90

O “789 Los Angeles Unified School District 1 TSD-2 0027 CO
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| What: (Performance Objective)

You will round decimals and handle money.

When: (Criteria)

You will be able to round decimals and handle
money correctly when you can answer 2 of
the 3 questions on the post-test correctly.

Why:

It is important to be able to round decimals and handle
money to avoid errors when making change, computing
a guest check and/or ordering supplies.

Notes

19 Los Angeles Unified School District 2
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Task: _M-20 Round Decimals (Handle Money)
—— 7 - T
‘ Instruction: Notes
1.  Take the pre-test. 1. Give the pre-test.
2.  Read the performance objective page. 2. Have class/person read the
. . ] ) performance objective page.
3.  Take part in the discussion led by your instructor.
. . 3. Provide for a discussion on
4. Do the practice exercise. rounding decimals and
handling money.
5.  Pass the post-test.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student
can answer 2 of 3 questions
on the post-test correctly.

|
|
@,1989 Los Angeles Unified School Distict 3 » TSD-2 0027 CO




2. Which of these groups of coins has the greatest value?

Practice: Notes
Complete the practice exercise. Provide paper for answers
and computing.
ROUNDING DECIMALS AND HANDLING MONEY Answers to practice exercise.
Directions:  (If you need scrap paper, ask your 1.D 16. A
instructor for a blank piece of paper.) 2 A 17 ~
The purpose of this practice is to help you 3 S ig A
round decimals and handle money. 5 B 20. B
Read each question. Then read all four of the ¢ 22
choices listed. Select the ONE choice which 8 B 23, A
best answers the question or completes the 9D 24. D
sentence. Mark this choice on the answer 10. D 25 A
sheet provided by your instructor. 11. B 26. B
12. A 27. C
1. Which of these coins has the least value? 13. D 28. D
14. A 29. D
A. 15.A  30.C
B.

bo
N

A. 3dimes
B. 1 quarter
C. 17 pennies
D. 5 nickels
>89 Los Angeles Unified School District 3 ~T5D-2 0028 CO_




Duty: __Decimal Fractions

Task: _M-20 Round Decimals (Handle Money)

Practice:
3. How much is 2 quarters, 3 dimes, and 2 pennies?
A. 67¢
B. 73¢
C. 82¢
D. $1.07

4. How many dimes are there?

Towy>
& WA —

A. $0.25
B. $2.50
C. $25.00
D. $250

6. How much money?

A. 46¢ C. 71¢
B. 55¢ D. 80¢

7. Which of these is a correct way to write S dollars and
cighteen cents?

A. §5.18
B. 5.18¢
C. $518
D. $5.80

8. $.02 is the same as

A. 20¢
B. 2 pennies
C. 2dimes

|

i

i

'

5. Write 250¢ another way.
D. 2 dollars

|

|
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Duty: _Decimal Fractions
Task: _M-20 Round Decimals (Handie Money)

B
oy

Practice:

9. Which of these is the largest amount of moncy?

A. $.16
B. $4.17
C. $5.95
D. §16

10. $1.46 is the same as

A. 1 dollar-bill, 1 quarter, 1 dime, 1 nickel, 1 penny
B. 19 dimes, 6 pennies, 4 nickels

C. § quarters, 1 dime, 3 nickels, 1 penny

D. 2 half-dollars, 1 quarter, 4 nickels, 1 penny

11. Round $14.8467 to the nearest cent.

A. $14.84
B. $14.85
C. $14

D. $14.90

12. Eight thousand fifty six dollars and seventy cents is

A. $8,056.70
B. $8,056.07
C. $8,050.70
D. $856.70

13. Which of the following is the same as $50.07?

A. Five dollars and seven cents

B. Fifty dollars and seventeen cents
C. Fifty dollars and seventy cents
N. Fifty dollars and seven cents

14. Which of these is the largest amount of money?

7qumers. 1 dime

. 17 dimes, 1 nickel, 1 penny

1 dollar-bill, lhalf-dollar, 1 quarter
. 1 dollar-bill, 12 nickels, 12 pennies

© 19 Los Angeles Unified School District 6
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17.

18.

19.

Practice:

A. $16.91
B. $15.91
C. $1641
D. $16.89

16. Which of these coins has the greatest value?

Which of these groups of coins has the least value?

A. 3 dimes
B. 1 quarter
C 17 pennies
D. § nickels

15. If you had one of each ot these, how much money would you have?

penny
nickel
dime

quarter
half dollar
dollar

five dollars
ten dollars

How much is 3 quarters, 4 nickels, 1 dime and 2 pennies?

A. 67¢
B. 73¢
C. 82¢
D. $1.07

Write 25¢ another way.
A. $0.25
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| LEARNING MODULE:
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Task:__M-20 Round Decimals (Handle Money)

| Practice:
20. One dollar equals how many nickels?

A. 10
B. 20
C. 3
D. 40

21. Which of these is the correct way to write five dollars and eighty cents?

A. $5.18
B. 5.80¢
C. $508
D. $5.80

22. How much money is 4 dimes, 1 nickel, and 3 pennies?

A. 2l¢
B. 38¢
C. 48¢
D. 57¢

23. $.20is the same as
A. 20¢

B. 2 pennies
C. 2nickels
D. 2 quarters

24. How much money is shown?

A. 16¢
. 17¢
41¢
. 21¢

vOow
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Task:_M-20 Round Decimals (Handle Money)

Practice:

25. Which of these is the smallest amount of money?

A. $.16
B. $4.17
C. §595
D. $16

26. $1.26 is the same as:

A. 1 dollar-bill, 1 quarter, 1 dime, 1 nickel, 1 penny
B. 10 dimes, 6 pennies, 4 nickels

. C. 5 quarters, 1 dime, 3 nickels, 1 penny
D. 2 half-dollars, 1 quarter, 4 nickels, 1 penny

27. $101.11 is the same as:

A. One hundred eleven dollars and one cent
B. One hundred one dollars

C. One hundred one dollars and eleven cents
D. Eleven dollars and eleven cents

28. Two hundred two dollars and 1 cent is

A. $220.01
B. $202.10
C. $220.10
D. $2€2.01

29. Which of these is the largest amount of money?

A. 9 quarters, 1 nickel, 4 pennies

B. 14 dimes, 10 nickels, 10 pennies

C. 1 dollar, lquaner 2 dimes

D. 1dollar,3quartas,5dimes,8pcnnies

!

30. If you have one of each of these, | twenty dollar bill

how much would you have? ten dollar bill
one dollar bill

A. $31.61 dime

B. $21.36 nickel

C. $3L.16 penny

D. 4161

<739 Los Angeles Unified School District 9 TSD-2 0033 CO




Post-Test

1. Write 250¢ another way.

. $0.25
$2.50
$25.00
$250

N wp»

o

2. $.20is the same as:

A. 20¢

B. 2 pennies
C. 2 dimes

D. 2 dollars

3. Round $14.8467 to the nearest cent.

. $14.84
$14.85
$14.00
$14.90

N w»

o

Task:___M-20 Round Decimals (Handle Money)

e S S S ———
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Task: M-21 Add Decimals

-

Pre-Test

—
+
8

SIS
e
28za

2. Add 4, 1.6, and .9.

A. .146
B. .29
C. 146
‘D. 2.9

3. $5.18 + $.09 + $82 =

A. $87.17
. $80.90
$87.27
$87.09

onw

Notes
Answers:

W
Qo>
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Task: M-21 Add Decimals

:m'
| What: (Performance Objective) Notes
You will add decimals.

When: (Criteria)

You will be able to add decimals correctly when you
can answer 2 of the 3 questions on the post-test correctly.

Why:

It is important to b= able to add decimals to avoid
errors when adding up a guest check (money is written
as decimals) or performing other customer service
activities.

- “memuwmx District 2 TSD-3 0002 CO

ERIC
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Task: M-21 Add Decimals

R ———
Y

Instruction: Notes
1. Take the pre-test. 1. Give the pre-test.
2. Read the performance objective page. 2. Have class/person read the
performance objective page.

3. Take part in the discussion led by your instructor.
3. Provide for a discussion on
4. Do the practice exercise. adding decimals.

5. Pass the post-test. 4. Allow students to complete
the practice exercises.

S, Correct practice excrcises
with student.

6. If possible, give additional
problems for examples of the
performance task to which |
this module is attached. :

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on

the post-test correctly.
O 789 Los Angeles Unified School District =3 “T$D-3 0003 CO
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F Task: M-21_Add Decimals
Practice: Notes
Complete the practice exercise. " | Provide paper for answers and
computing.
DIRECTIONNS: If you need scrap paper, ask your instructor
for a blank piece of paper. . Answers to practice exercise.
The purpose of this practice is to help you 1. C 21. A
add decimals. 2. A 22. C
3. C 23. C '
Read each question. Then read all four of 4. D 24. B
the choices listed. Select the ONE choice 5. D 25. C
which best answers the question or com- 6. B 26. C
pletes the sentence. iark this choice on the 7. B 27. D
answer sheet nrovided by your instructor. §. A 28. D
9. C 29. B
1. 1.6 10. D 30. C
38 11. B 31. A
+29 12. D 32. B
13. D 33. D
A. 623 14. C 34. B
B. 7.23 15. B 35. D
C. 83 16. A 36. A
D. 9.3 17. C 37. D
18. B 38. C
2. 526 19. A 39. B
+1.08 20. A 40. A
A. 53.68
B. 56.808
C. 536.8
D. 634
3. $2.89
1.58
£3.59
A. $7.06
B. §7.96
C. $8.06
D. $8.07
) T AN — Y |
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Task: M:21 Add Decimals

Practice: Notes

4, 58 +.301 =

00881
359
.58301
881

unw

5. Add 4, 1.6, and .9.

. .146
B. .29
C. 146
D. 29

>

STeY TS
Boao

7. 08 +4.26+6.93 =

. 10.17
B. 11.27
C.12.13
D. 18.19

>

8. 257 .
7.2

;

19.42

Nnwy>

>

B

18.43
19.52
19.43

El ' Tex: Provided by ERIC
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Task: M-21 Add Decimals

Practice:
9. 326+84+35=

A, 43.330

B. 54.500

C. 43.726
D. 43.366

10. .563

1. 8

12. 389+.6+45=

A. 5.14
B. 5.04
C. 440
D. 494

13. 312

ke

1205
1215
1.205
1.215

opwy
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Task: M-21 Add Decimals

Practice:
14, $5.18+3.09 +$82 =

A. $87.17

B. $80.90

C. $87.27
D. $87.09

15. $8+$1.08=

A. $1.16
B. $9.08
C. $6.09
D. $1.88

1€. What is the sum of the following numbers?
3.6 2.07 417 3.837 18.3

A. 28.224
B. 26.8254
C. 18.224
D. 28.214

17.  35.26
+ 84.27

A. 1942
B. 119.52 1
C. 119.53

D. 129.53

18. .56 +.065 =

A 121
B. .625
C. .635
D. 1.21

O 789 Los Angeles Unified School District 7 TSD-3 0007 CO
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Task: M-21 Add Decimals

Practice: Notes
19. What is more than 6.54?

A. 7.54
B. 6.64
C. 6.55
D. 6.54

20. 3+14=

A 44
B. 17
C. 170
D. 4.2

e G ST A L L LT SO

22. 17.80

23. 3.89

T
N
ot
w
=
ot
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Duty: Decimal Fractions

Task: M-21_Add Decimals

R L I S B 4TIV

s A A AR (

Practice:

(%)
>

63 +.261 =

A 324
B. .891
C. 324
i D. 891

25. 1+ 9=
A. 0.10
B. i.}
C 10
D. 10.1

26. 3.8

1

= \D OO 0O
G

UNwy
o\
o

27.

3
+
~3
(XY
]

STl T2
.*'.".".q
(8]

388

28.

+ Q-
oW
]¥S

8.129
9.79
10.79
9.29

vnw>

Notes

5% 19 Lo Angeles Unified Schoo! District 3 TSD-3 0009 CO
“ERIC q
302




N
R e v W4 N

Duty: Decimal Fractions

Task: M:-21 Add Decimals _

Practice: Notes

29. 734 +4.1+71=
A. 82.804
B. 81.834
C 12

D. 81.1734

30.

?E.§

1.101
1.011
1.111
1.201

onNnw

31. 3
41
5.002

:

17.550
. 17.650
17.750
16.1650

wp

on

32. 245+.7+.53=

A. 3.68
B. 3.203
C. 298
D. 4.93

O = = : TSD-3 0010 CO
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Duty: Decimal Fractions _

Task: M-21 Add Decimals

B AR T AT E ST L4 T, 5

O e (
P

Practice: Notes

&
~

34, $17.99 +$.53 +%$82 =

A. $71.81
B. $100.52
C. $152.99
D. $193.40
35. $21+81.05=
A.$ 126
B. $21.26
C. $22.26
D. $22.05
36. What is the sum of the following numbers?

43+15+2+10.09"

. 17.89
18.09
16.09
. 8.809

oWy
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37.

38.

39.

R SEBde
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R

Task: M-21 Add Decimals

Practice

36.23
+107.34

A. 147.37
B. 150.07
C. 133.77
D. 143.77

42+ 053 =

475
470
473
4073

1oL T2

What number is equal to .1 more than 5.01?

A. 601
B. 5.11
C. 5.2
D. 6.10

onwp &
B.amouo
L ONN

Notes

12

2

o
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Task: M-22 Subtract Decimals

Pre-Test

Find the difference between .8 and .627.

A. 273
227
173
127

oow

(2>)
)
=p]

Notes
Answers:
1.D
2. A
3.C
TSD-3 0001 CO
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g Task: M-22 Subtract Decimals

What: (Performance Dbjective)
You will subtract decimals.

When: (Criteria)

You will be able to subtract decimals correctly when
you can answer 2 of the 3 questions on the post-test
correctly.

Why:

It is important to be able to subtract decimals to avoid
errors when adjusting guest checks and performing other
customer scrvice activities.

Notes

307
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Task: M-22 Subtract Decimals

S L P R

]

Instruction:
1. Take the pre-test.

2. Read the performance objective page.
3. Participate in the discussion by led your instructor.
4. Do the practice exercise.

5. Pass the post-test.

Notes
Give the pre-test.

Have class/person read the
performance objective page.

Provide for a discussion on
subtracting decimals.

Allow students to complete
the practice exercises.

Correct practice exercises
with student.

If possible, give additional
problems for examples of the
performance task to which
this module is attached.

Give the post-test.
Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.

. 3
2 368
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Duty: Decimal Fractions

Task: M-22 Subtract Decimals
—
Practice: Notes
Complete the practice exercise. Provide paper for answers and
computing.
DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper. Answers to practice exercise.
The purpose of this practice is to help you 1. C 21. B
subtract decimals. pyo 2. D 22. B
3. C 23. C
Read each question. Then read all four of 4. B 24. D
the choices listed. Select the ONE choice 5 A 25. A
which best answers the question or com- 6. A 26. C
pletes the sentence. Mark this choice on the 7. D 27. D
answer sheet provided by your instructor. 8. A 28. A
9. D 29. C
1. 85 10. C 30. B
- 4.6 11. L 3. C
12. B 32. D
A 49 13. A 33. D
B. 4.1 14. D 34. B
C. 39 15. D 35. A
D. 3.8 16. B 36. B
17. C 37. A
18. B 38. A
2, 7.853 19. C 39. C
=2.46] 20. A 40. D
A. 5411
. B. 5492
C. 4.392
D. 5.392
3.12-7=
A. 15
B. .05
C 5
D. 5
1

e e e s~ 2t e = e e e e o . e e e i e

TSD-3 0004 CO

S
e 19 Los Angeles Unified School District 4
i ERIC 309




Task: M-22 Subtract Decimals

Practice:
4. 6.03-.58=

A 23
B. 545
C. 555
D. 6.55

5. Bind the difference between 8.00 and 7.53.

A 47
B. .53
C. 147
D. 1.53

6. 5145-97=

A. 41.75
B. 42.75
C. 43.05
D. 50.48

Notes

e s———————————
TSD-3 0005 CO




% Duty: Decimal Fractions

Task: M-22 Subtract Decimals

Practice: Notes
9. 47.803

:

A. 28.886
B. 18.996
C. 18.896
18.886
10. $10-$2.74=

A. $8.26
B. $7.38
C. $7.26
D. $2.64

12. 93-.75=

13. 16.2-48 =

A 114
B. 124
C. 126
D. 210

s E ‘I‘Cm‘umﬂfuvniﬁdsdmﬁrum e ' TSD-3 0006 CO
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Task: M-22 Subtract Decimals

Practice: Notes
14. 3.894
=1286

1.592
1.612
2.518
2.608

onwp

15. Subtract .35 from .5.

85
40
30
A5

oWy

16. $57-%$2.34=

A.$ 177
B. $54.66
C. §$54.76
D. $55.34

17. Find the difference between .8 and .627.

A. 273
B. .227
C. 173
D. .127

18. 6-.57=

7 TSD-3 0007 CO
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Practice:
19. Subtract 0.7825 from 1.

A. 7824
B. 2185
C. 2175
D. 1.2175

<0. Which of these numbers is .03 less than 6.548?
A. 6518
B. 6.545
C. 6.551
D. 6.578

21.

[
0 O
e~

oowEy
D0 & w

22,

N
Pt

STeT TS
5

23. 85-3=

3.5
12
82
8.3

vnwy

13
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Task: M-22 Subtract Decimals

PN IO LTSS L LA, TS5,
7

DS (

Practice:

24. 12.01-982=
A. 3.09
B. 3.19
C. 2.09
D. 2.19

25. What is the difference between 7.00 and 5.88?

26. 62.

27. 1420

Unwy
901010 0o
88353

28.

<
"

~TeY TS
N e
RaR3
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29.

30.

31.

32.

Task: M-22 Subtract Decimals

61.693
- 3.962

A. 58.331
B. 58.731
C. §7.731
D. 62.331

134-.125 =

>

. 12.275
B. 12.225
C. 13.325
. 13.275

o

Practice:

Notes

TSD-3 0010 CO
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Duty: Decimal Fractions_
Task: M-22 Subtract Decimals

Practice:
33. 27.0-.0037 =

A. 27.0037
. 26.0037
26.0963
. 26.9963

———
“TeY.]

H 34 s832
\ 4002

1.832
1.830
1.834
9.834

vowy

35. Subtract .730 from .88.

A. .15
B. .642
C. .050
D. 1.50

36. $100-$.99 =

A.§ 01
. $99.01
$ 1.00
$99.99

oW

Notes

© 1989 Los Angeles Unified Schoo! District
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§ Duty: Decimal Fractions

3

i Task: M:-22 Subtract Decimals

§

e —

| Practice Notes

37. Find the difference between 4.14 and 10.006.

A. 5.866
B. 5.92
C. 992
D. 4.866

38.3-.609=

A. 231
B. 2.69
C. 241
D. 341

39. Subtract .0234 from 1.

A. 1.9766
1.0234
9766
0233

OoNnw

40. Which of the numbers is equal to .01 ]ess than 2.222?

A. 2122
B. 2.221
C. 1.222
D. 2212

i

TSD-3 0012A CO
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1—, \'\?'}::z.\{&‘: C . N .
| Duty: Decimal Fractions
: g Task; M-22 Subtract Decimals
______m_w. —
& Post-Tesi Notes
1. 7.853 Answers:
- 2.461 .
1.D
N A. 5411 2. A
B. 5.492 3. C
C. 4.392
D. 5.392
2. 5145-9.7=
E i A. 41.75
B. 42.75
C. 43.05
D. 50.48
3. Find the difference between .8 and .627.
A. 237
3 B. .227
- C. .173
g D. .127
i
. Q ‘
E lC — ——
>¢9 Los Aageles Unified School District 12 TSD-3 0012B CO
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; Duty: Decimal Fractions
8§
! Task: M:23 Mu'tiply Decimals
Pre-Test Notes
! 1. 8.2 Answers:
x1
1. C
A. 574 2.B
B. 55.4 3.B
C. 574
D. 574
2. 7x14=
A. 081
B. .98
C. 81
D. 98
3. Find the product of .86 and .47.
A. 4022
B. .4042
C. 40.22
D. 40.42
|
[
s ‘ﬁwmmmwscmlmm - 1 T — TSD-3 0001 CO
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Task: M-23 Multiply Decimals

'?mmmommr«mm'?

(

What: (Performance Objective) Notes
You will multiply decimals.

A A OELOORCE M

When: (Criteria)

You will be able to multiply decimals correctly when you
can answer 2 of the 3 questions on the post-test correctly.

L S

-
-

Why:

It is important to be able to multiply decimals to
avoid errors when multiplying the number of the
same orders on a guest check by the cost and
performing other customer service activities.

HHTEeeee o
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Task: M-23 Multiply Decimals

ﬂ Instruction: Notes

1. Take the pre-test. 1. Give the pre-test.
2. Read the performance objective page. 2. Have class/person read the
performance objective page.

3. Take part in the discussion led by your instructor.
. . 3. Provide for a discussion on
4. Do the practice exercise. multiplying decimals.

5. Pass the post-test. 4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
_performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.

A . e

- © 1989 Los Angeles Unified School District TSD-3 7003 CO
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1‘ Task: M-23 Multiply Decimals
Practice: Notes
Complete the practice exercise. Provide paper for answers and
computing.
DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper. . Answers 1o praciice exercise.
The purpose of this practice is to help you 1. B 21. A
mult?ply decimals. 2. C 22. A |
3. B 23. B
Read each question. Then read all four of 4. B 24. C
the choices listed. Select the ONE choice 5. C 25. A
which best answers the question or com- 6. C 26. D
pletes the sentence. Mark this choice on the 7. D 27. D
answer sheet provided by your instructor. 8. C 28. B
9. A 29. D
1. 6x 8= 10. D 30. B
11. B 31. C
A 14 12. A 32. C
B. .48 13. C 33. B
C 14 14. B 34. A
D. 64 15. D 35. D
16. A 36. C
17. D 37. A
18. A 38. B
2. 82 19. A 39. D
X1 20. D 40. C
A. 574
5 B. 554
C. 574
; D. 574
- 3..7x14=
A, .081
B. .98
C. 81
D. 98
<
ié H
= 1989 Los Angalos Unified School Diswict 2 TSD-3 0004 CO
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Task: M-23 Multiply Decimals

4. 1.3x .52=

A. 0676
B. .676
C. .776
D. 67.6

A, 2736
B. .2838
C. 27.36
D. 28.36

A. 328.51

B. 32.851
C. 32851
D. .32851

8. 1634

27

A. 441
B. 11438
C. 441.18
D. 4411.80

Practice:

g? 1989 Los Angeles Unified School District

ERIC

Notes
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Duty: Decimal Fractions
Task: M:-23 Multiply Decimals

I:,..
=
8§
&
H
8
¥
8
¥
&
&

§ ,

Practice:
0.52 x 1,000 =

A. 520

B. 5,200
C. 520,000
D. 52

10. 2.12
x 3.6

A. 7.732
B. 6.642
C. 6.632
D. 7.632

H 11. 73.6 x .001 =

00736
0736
736
13

A AT ACARR
.

Unwy

12. .0073

:

0000657
000657
00657
0657

oWy

i

13. 0017 <40 =

0078
078
068
0068

w >

Ow

i
Ve

O TR RN LS
e
thiain

o

gl

R

Notes

3"7‘9“5"““”“"‘ s Unifiod Sehoot Diswist
ERIC
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Duty: Decimal Fractions

14.

15.

16.

17.

18.

Task: M-23 Multiply Decimals

Practice:
Find the product of .86 and .47.

A. 4022

B. 4042
C. 4022
D. 4042

Multiply 4.2 by 8.37 and round to the nearest 1.

A. 350
B. 35.154
C. 133
D. 35

Round to the nearest cent: $14.05x 6.7

A $ 9414
B. § 94.13
C. $104.14
D. $941.35

42x.07x16=

A. 4704
B. .1764
C. 2%
D. 4704

Multiply 8.3 by 19.4 and round to the nearest tenth.

. 161.0
161.02
161.1
. 161.2

Unwy

Notes

H
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Task: M-23 Multiply Decimals

Practice:

19. 3.268
H x 7

A. 22876
B. 22.376
22.866
22.876

w OO

20. 3x4x.6=

1.2
12

vowE»>

072
2. 7x9=

63
6.3
1.6
712

vOow»>

N
L

o
] bt

Ny
[ e

(olo)- I 2
u—-:—n\l

23. 14x 2=
2.

>

8
28
6 .
8

0w

1.
1

o

018 4

(™~ 989 Los Angeles Unified School District TSD-3 0008 CO
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24. 12x.53=

A. .096
B. 6.36
C. .636
D. 1.73

25. 54
x.4

[ 8]

. 459
3

. 185.20
D. 18.52

27. 115.708
x 01
A. 115.708
B. 1.15709
C. 11.5708
D. 1.15708

28. $10.16
X 4

~TeY F=
gess

Task: M-23 Multiply Decimals

Practice:

[

N

——————tenstesihsis
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Task: M-23 Multiply Decimals

Practice: Notes
29. 0.05 x 1,000 =

A S
B. 500
C. 5
D. 50

30. 50.16

-

A. 225.104
B. 220.704
C. 2251.04
D. 2207.04

31. 67.2x.001 =

32. .0051

———— AN IA
e

w ghivinhisinbisi

\* 1989 Los Angeles Unified School District 10 TSD-3 0010
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Task: M-23 Multiply Decimals

Practice:

33. .00064 x 1,000 =
A. .0064
B. .64
C. 64
D. 64,000

34. Find the product of .61 and .49.

A. .2989
B. .3079
C. 29.89
D. 30.79

35. Multiply 5.1 by 8.3 and round off to the nearest one.

. 4
423
40
. 42

"IN

36. 1.7x9x22=

A. 1.53

B. 3.564
C. 3.566
D. 33.66

989 Los Angeles Unified School District 7

TSD-3 0011 CO
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Task: M-23 Multiply Decimals

Practice

37. Multiply 56.2 by .3 and round to the nearest tenth.

A. 169
B. 17.0
C. 16.86
D. 168.6

38. Multiply 11.16 x 7 and round to the nearest ten.

A. 10
B. 80
C. 9
D. 780

39. 18.045
X 2.

3607
3.607
.3609
3.609

oowy

40. 2x .5x 8=

056
090
08
8

STel 1=

Notes

TSD-3 0012A CO



X
s
¥
8
§
3

VOV Pt

Duty: Decimal Fractions
Task: M-23 Multiply Decimals

E Post-Test Notes \
1. 8.2 Answers:
i = 1. C
A. 5.74 2. B
B. 554 3. B
C. 574
D. 574
2. .7x14=
A. 081
B. .98
C. 81
D. 98

3. Find the product of .86 and .47.

4022
. 4042
40.22
. 40.42

=] Te}=

et ——————
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2. Whatis 3/5 as a percent?

A. 35%
B. 60%
C. 6%
D. 166 2/2%

3. 1.5is the same as:

A. 15%

B. 105%
C. 150%
D. 112%

i d e

E Duty: _Percents
i
E Task:_M-30 Read and Write Percents
I Pre-Test Notes
1. 10%= Answers:
A 1l 1. A :
B. .01
C. .05 2. B
D. 2
3.C

332

TSD-2 0051 CC



1 What: (Performance Objective)

You will read and write percents.

| When: (Criteria)

You will be able to read and write percents
when you can answer 2 of the 3 questions
post-test correctly.

A L L L
f A ] | i ' ik

Why:
It is important to be able to read and write

correctly
on the

percents to

avoid errors when dealing with guest chec!

ks and

performing other customer service activities.

O 89 Los Angeles Unified School District

.
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Duty: _Percents
Task:_M-30 Read and Write Percents

Instruction:

1.  Take the pre-test.

2.  Read the performance objective page.

3.  Participate in the discussion led by your instructor.
4. Do the practice exercise.

S.  Passthe posi-test.

g T

i el A

Notes

1. Give the pre-test.

2. Have class/person read the
performance objective page.

3. Provide for a discussion on
reading and writing percents.

4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.
8. Recycle until the student

can answer 2 of 3 questions
on the post-test correcdy.

- 39 Los Angeles Unified School District 3
ERIC e
(Y 2Y
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Practice: Notes

Complete the practice exercise. Provide paper for answers
and computing.
READ AND WRITE PERCENTS Answers to practice exercise.

Directions:  If you need scrap paper, ask your

instructor for a blank piece of paper. ij f;‘ %i é
The purpose of this practice is to help you 3 g %3 g
read and write percents. 5.D 25.D
Read each question. Then read all four of the $8 22
choices listed. Select the ONE choice which 8. C 28. A
best answers the question or completes the 9 A 20 D
sentence. Mark this choice on the answer 10. A 30. C
sheet provided by your instructor. 11. D 31. C
12. C 32. C
1. 10%= 13D 33 B
14. A 34. A
A 1 15D 35D
B. 01 6B 36D
C. 05 17.D  31.B
D. 2 18.B 38 A
19. B 39. B
2. What is 3/5 as a percent? 20. A 40. C
A. 35%
B. 60%
C. 6%
D. 166 2/3%
3. 3/4 is the same as what percent?
A. 34%
| B. 7.5%
3 C. 75%
D. 133%

4. .18 is potthe same as

| A. 18/100

B. 9/50

: | C. 8 hundreds
S D. 3/12

© 1989 Los Angeles Unified School District 4 TSD-2 0652 CO

YY)




2SR LS AR

Practice:

. S. 80% =
= H A s6 B3 cC 510 D 4s

6. What fraction and what percent of the figure has been shaded?
A. 1/4=40% C. 2/5=25%

:
2
5
E‘I\

- B. 1/4=25% D. 1/3=331/3%

7. 56% =
A. 29/50 B. 7/25 C. 1425 D. 14/50

8. What percent of the figure is shaded?
A 12 B.25 C.48 D.52

9. Write 93% as a decimal.
A. 93 B..093 C 93 D. 9%

X .
; O *"89 Los Angeles Unified School District 5
e

Y Y
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Practice:
10. Change 7/12 w02 %.

A. 581/3%
B. 59 5/12%
C. 171/7%
D. 612/3%

11. What is the decimal and reduced fraction for 68%?

A. .068, 17/25
B. .068, 68/100
C. .68, 68/100
D. .68, 17/25

12. 1.5 is the same as

A. 15%

B. 105%
C. 150%
D. 112%

13. Which of the following is not the same as the shaded figure?

A. 70%

B. 7 u
C. 7 tenths
D.7%

14. How would you write 8.5% as a decimal?

A. 085
B. .0085
C. 8
D. 8.5

Notes

TSD-2 4 CQ

G "f”lnl Angeles Unified School District
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Prhctice:

L A

| 8 A. 2/3
B. 118
C. 10
D. 8/10

25073
3/6
23
7

rite 4.65 as a percent.

. .465%
4.65%
46.5%
465%

18. Whatis 7 1/2% as a decimal??

A. 7.5
B. .075
C..750
D.71/2

vOw»

17.

&

vows

A. .1375
B. 138
C. 13.75
D. 137.5

e TR

H R
i

. .14
. .25
. 25%
. 312

TUOwy

e A

15. Which numeral below is nearest in value to 78%?

16. What is 83 1/3% as a reduced fraction?

19. Which of the following is the same as 137 1/2%?

20. Which numeral below is not equivalent to 1/4?

Notes

3789 Los Angeles Unified School Distrit

ERIC
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Duty: _Percents

Task:__M:-30 Read and Write Percents
Practice:
21.5% =
A. 05
B. .5
C .1
D. .005

22. What is 2/5 as a decimal?

-
Ynwy>
'O\'Jsb.!h

23. 1/4 is the same as what percent?

A. 5%
B. 25%
C. 40%
D. 14%

24. 23 is_not the same as

. A 23%
B. 23/100
C. 23/1000
D. twenty three hundredths

Slmmmm&mlm 8

... ERIC il
A d by ERIC
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Practice.

2

25. 125% written as a fraction is

25
1725
4/25
/4

e
vNwy>
:n—n—-...

26. What percent of the figure has been shaded?

A. 20%
2 B. 200%
: C. 25%
- D. 50%

- 27. 62% =

A. 31/50
. 62/1000
1173
. 26/50

vOw

e e g e

OlmlmAn;lduUnlﬁdSchooanm 9 TSD-2 0057 CO
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28. What percent of the figure is shaded? Round your answer to
the nearest ten percent.

A. 30%
B. 40%
C. 50%
D. 60%

29. Write 99% as a decimal.

A. 9
. 99

vow
88

30. Change 13/15 to a percent.

. 117/13%
80 2/3%
86 2/3 %

. 1155/13%

vow>

Notes

Ollmholmelu Unified School District 10
L
ERIC
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Practice: Notes

31. What is the reduced fraction for 70%?

A 177
B. 7/100
C. 7110
D. 70/10

32. 3.4 is the same as:

A. 300 2/4%
. 32/5%
340%
34.0%

vnw

33. How much of the figure has been shaded?

A. 3

B. 25%

C. 30

D. 30%
) gnmumsuwmlmm 11 TSD-2 0059 CO
-LRIC 242
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Practice* Notes

34. How would you write 141.3% as a decimal?

=k A. 1413
S B. 14.130
A § C. 14130
D. 1433

35. Which fraction below is nearest in value to 35%?

A 12
B. 1/4
C. 4/10
D. 173

36. Whatis 333 1/3% as a reduced fraction?

. 33313

300173 :
3o

. 3183

vow>

t
© 1989 Los Anseles Unified School District 12 TSD-2 0060 CO
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Practice: Notes

o

AT

37. Write .425 as a percent.
A. 425%
B. 42.5%
C. 425%
D. .425%
38. What is 19 1/4% as a decimal?
A. .1925
A B. 19.40
C. 19.25
D. 19.025
39. Which of the following is the same as 166 2/3%?
A. 4/3
B. 1273
C. 16 213
D. .16623
40. Which of the following numerals is not equal to 4/25?
A. .16
B. sixteen hundredths

C 425
D. 16%

3

i

M —
© 1989 Los Angeles Unified School District 13 TSD-2 0061 CO
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2. Whatis 3/5 as a percent?

A. 35%
B. 60%
C. 6%
D. 166 2/3%

3. 1.5is the same as:

A. 15%
B. 105%
C. 150%
D. 112%

Answers:
1. A
2.B
3.C

TSD-2 0062 CO
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Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest

Pre-Test
4% of $100.00 =

opwy
»»

$.09 of 5% of what amount?

A. $1.80
B. §.18
C. $4.50

D. § 45

John has lunch at a restaurant. His bill totals
$4.25. He wants to leave about 15% of that
amount as a tip. How much money should
he leave for the tip?

A . $ .30
B. $2.80
C. $1.00
D. § .65

Notes
Answers:

b)!\h—-
o»0O

o 2
s

46
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§ Duty
% Task: M-36 ute Discounts, M Tax, Commission, Interest
|  What: (Performance Objective) Notes
You will compute discounts, markup, tax,
commission, interest.

When: (Criteria)

You will be able to compute discounts, markup, tax,
commission, and interest correctly when you can answer
2 of the 3 questions on the post-test correctly.

Why:

It is important to be able to compute discounts, markup,
tax, commission, and interest correctly to avoid errors
when adding a guest check, computing your eaminngs
and performing other customer service activities.

789 Los Angeles Unified School District 2 TSD-3 0002 CO




Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Listen to the discussion by your instructor.
4. Do the practice exercise.

5. Pass the post-test.

Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest

Notes
Give the pre-test.

Have class/person read the
performance objective page.

Provide for a discussion on
computing discounts, markup,
tax, commission, and interest.

Allow students to complete
the practice exercises.

Correct practice exercises
with student.

If possible, give additional
problems for examples of the
performance task to which
this module is attached.

Give the post-test.
Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.

TSD-3 0003 CO




Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest
. N
| Practice: Notes
Complete the practice exercise. ' Provide paper for answers and
computing. )
DIRECTIONS: If you need scrap paper, ask your instructor
for a blank piece of paper. Answers to practice exercise.
The purpose of this practice is to help you 1. D 16. C
compute discounts, markup, tax, com- 2. B 17. A
mission, and interest. 3. B 18. B
4. D 19. A
Read each question. Then read all four of 5. B 20. C
the choices listed. Select the QNE choice 6. A 21. C
which best answers the question or com- 7. D 22, A
pletes the sentence. Mark this choice on the 8. C 23. A
answer sheet provided by your instructor. 9. C 24, C
10 D 25. A
1. 4% of $100.00 = 11. D 26. A
12, A 27. B
A. $ .004 13. D 28. A
B. $ .04 14. B 29. C
C. $ .4 15. C 30. D
D. $4.00
2. What is 85% of $600?
A. $501
B. $510
C. $5,100 :
D. $51,000 f
3. 5% of $6.00 =
A.$ 03
B. § .30
C. $3.00
D. 3.30
4 TSD-3000 "D

)
P o
=



Practice:
Find .1% of $2,000?

$.20
$200
$2
$ 2

UnwH

What is 4 1/2% of $20.00?

Find 45% of $83.75_ to the nearest cent.

) A. $ 377
B. $37.6875
C. $38.00
D. $37.69

8. What is 1/2% of $83.75 to the nearest cent? |

$2500
$ 250
$ 25
. $2.50

Onw»

Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest

thes

ﬁi

O 789 Los Angsles Unified School District
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Task: M-36_Compute Discounts, Markup, Tax, Commission, " aterest
—_ —— — ————  —————— ————————————— ————————————————————

Practice: Notes
9. $360 less 25% is what amount?
A. $ 9
B. $240
C. $270
D. $335

10. How much is $54.70 increased by 8% to the nearest cent?

A. $59.80 ¥
B. $98.46
C. $43.76
D. $59.08

11. Whatis 100% of $275?

$ 275
$2.75
$27.50
$275

onwy

12. 2% of $100 =

A § 02
$2
$ .002
$2.0

oNnw

13. 50% of $100 =

aw»>
PO

o
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15.

16.

17. .

18.

Practice:
75% of $200 =

A. $75
B. $150
C$15
D. $.75

5% of $9.00 =

A. $5.00
B. $.50
C. $.45
D. § .05

What is 5 1/2% of $50?

$100.00 increased by 8% is

A. $100.80
B. $108.80
C. $100.08
D. $180.00

Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest
—_ —— —————————————————————————————

Notes

)
N
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19.

20.

21.

22.

23.

Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest

Practice:

If a $3.60 item sells for $2.80, what is the
percent decrease?

A. 222)9%
B. 28 4/1%
C. 77179%
D. 128 4/1%

To the nearest percent, $50 is what % of $475?

A 5%
B. 9%
C. 11%
D.- 15%

$50 is 10% of what amount?

A.§ 500
B. $ 20.00
C. $500.00
D. $550.00

$.09 is 5% of what amount?

$1.80
18
$4.50
45

STel-F=
PP

$7,680 is 12.8% of what number?

Notes

)
»

-V
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Practice:
24. $471.24 is 15.4% of what number?

A. $ .06
B. ¢ 72571
$3,060
$7

C.
D .257 10

25. $74 is 10% of what number?

A. $740
B. $74

C. $7.40
D. $.74

26. $71is 25% of what amount?

A. $284

B. $17.75
C. $28.40
D. $177.50

27. $1.86is 6% of what amount?

A $ 310
. $31.00
$36.00
$ 32

DOw
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Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest

Practice:

28. Find the total cost of a dinner costing $12.99, if
the sales tax is 6%.

A. $13.77
B. $12.21
C. $20.78
D. $13.76

29. Jenny Wu and her family are eating dinner at a
restaurant. The total bill for the dinner comes to
$28.86. If Jenny wants to give the waiter a 15%
tip, how much money would she leave for a tip?

A. $2.89
B. $3.45
C. $4.33
D. § 42

30. Margie has lunch at thea Drop-In Cafe. Her bill
totals $4.25. She wants to leave about 15% of that
amount as a tip. How much money should she
leave for the tip?

A.$ .30

Notes

Q

R
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Task: M-36_Compute Discounts, Markup, Tax, Commission, Interest

Post-Test
1. 4% of 100 =

004
04
40
4.0

onwp

2. $.09 is 5% of what amount?
A. $1.
B

80
.$ .18
C. $4.50
D.§ 45

3. John has lunch at a restaurant. His bill totals $4.25.
He wants to leave about 15% of that amount as a tip.
How much money should he leave for the tip?

A . $ .30
C. $2.80
B. $1.00
D.§ .64

Notes
Answers:

WA =
o» 0
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|  Duty: Calculator Concepts
§ Task: M-71 Use Calculator Operations
i % Pre-Test Notes
1. Subtract 127 from 512. Answers:
A. 385 1. A
B. 639 2. B
} C. 295 3. C
- D. none of the cbove
2. Multiply 18 times 19 times 4.
A. 342
- B. 1,368
1 C. 855
: D. none of the above
! 3. 887V17,740 =
- A. 16,853
! B. 0.05
C. 20
D. none of the above
: o 189 Los Angeles Unified School District 1 TSD-3 0001 CO
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(Performance Objective)
You will use calculator operations.

When: (Criteria)

You will be able to uz¢ calculator operations when you
can e a calculavor to gnswer 2 of the 3 questions on the
post-test correctly.

Why:

It is important to be able to use calculator operations to
solve problems more quickly and accurately.

Notes

Full Tt Provided by ERIC.
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Task: M-71 Use Calculator Qperations

Instruction: Notes

1. Take the pre-test. 1. Give the pre-test.

2. Read the performance objective page. 2. Have class/person read the
performance objective page.

3. Participate in the discussion led by your instructor.

. Provide for a discussion on
4. Do the practice exercise. using calculator operations.

(¥

S. Pass the post test. 4. Allow students to complete
the practice exercises.

5. Correct practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.
8. Recycle until the student can

answer 2 of 3 questions on
the post-test correctly.

(7 "989 Los Angeles Unified School District 3 TSD-3 0003 CO




. Task: M-71 Use Calculator Operations
—
Practice: Notes |
Complete the practice exercise. Provide paper for answers and a
calculator.
DIRECTIONS: The purpose of this practice is to help you i i
use an clectronic calculator. Answers to practice exercise.
Use a calculator to find the answers to the 1. D 21. D
following problems. When the correct 2. A 22. B
answer does not appear in A, B, or C, 3. B 23. A
choose "D. none of the above." 4. C 24, C
) 5. A 25. A
For each problem mark your choice on the 6. A 26. D
answ<r sheet provided by your instructor. ; 1(): %Z l():
Use the calculator to woik each problem. 9. A 29. A
YOU WILL NOT BE GIVEN SCRAP 10. B 30. B
PAPER FOR THIS TEST. 11. C 31. D
12.. A 32. C
1. Add 2 plus 9 plus 3. 13. D 33. D
14. B 34. B
A 4 15. C 35. C
B. 10 16. B 36. B
C. 15 17. C 37. D
D. none of the above 18. B 38. C
19. D 39. A
2. Subtract 127 from 512. 20. B 4. B
A. 385
B. 639
C. 295 )
D. none of the above "
3. Multiply 18 times 19 times 4.
A. 342
B. 1,368
C. 855
D. none of the above
4. Divide 1,345 by 269.
A. 1,076
B. 20
C.5
D. nrone of the above
© "0 9 Los Angeles Unified School District 4 TSD-3 0004 CO
360
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Practice:

. Add the following numbers.

A

B.

C. 707.665
D. none of the above

What is the difference between 78,344 and 93,257?

A. 14913
B. 14,824
C. 5913
D. none of the above

. 444 x 9,367 =

A. 4,158,938

B. 9,811

C. 4,162,944

D. none of the above

887 V17,740 =

A. 16,853

B. 0.05

C. 20

D. none of the above

. 9+382-24=

A. 367
B. 397
C. 349
D. none of the above

Notes

(5 789 Los Angeles Unified School District 5

3

bl

TSD-3 0005 CO




Task: M:71_Use Calculator Operations

_ Practice:
10. 16,542 -8,875-411 =

A. 8,078
B. 7,256
C. 25,006
D. none of the above

11. 120,000 multiplied by 43 =

A. 4,290,000

B. 516,000

C. 5,160,000

D. none of the above

12. 10,000 divided by .004 equals

A. 2,500,000

B. 250,000

C. 400,000

D. none of the above

13. Add 10,427.2 plus 1,200 plus 1,200.

A. 533.6272
B. 10,949.2
C. 9,749.2
D. none of the above

14. 1,299 -45-322 =

A. 1,625.5

B. 9725

C. 932

D. none of the above

15. Multiply 1,509 by 277.

A. 4,155

B. 415,550

C. 417,933

D. none of the above

Notes

O 789 Los Angeles Unified School District

‘TSD-3 0006 CO



Task: M-71 Use Calculator tions

Practice: Notes
16. 41,472+ 144 =

A. 306.75

B. 288

C. 41,328

D. none of the above

17. 89,456,123 - 23,654,987 + 32,795,681 - 31,642,987 =

A. 43,298,843
B. 64,648,442
C. 66,953,830

D. none of the above

18. 1,476,320x 7.25 + 04 =

A. 25,643,200
B. 26,758,300
C. 8,145,312.7
D. none of the above

19. Add the following numbers.

10

12.79
4.53

.79

3.99

1.29 .

+ 2.63 1

A. 26.02
B. 25.02
C. 2149
D. none of the above

20. 22,1927716,748,264

A. .754698
B. 754.698
C. 87230.54
D. 761.28

& "89 Los Angeles Unified School District 7 TSD-3 0007 CO

363
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i Task: M:36 Compute Discounts, Markup, Tax, Commission, Interest
—
| Post-Test Notes
1. 4% of 100 = Answers:
A. .004 1.D
B. .04 2. A
C. 40 3.D
D. 40
2. $.09is 5% of what amount?
A. $1.80
B.§ .18
C. $4.50
D.$ 45
3. John has lunch at a restaurant. His bill totals $4.25.
He wants to leave about 15% of that amount as a tip.
How much money should he leave for the tip?
A.$ .30
C. $2.80
B. $1.00
D. $ .64
© 789 Los Angeles Unified School District 11 TSD-3 00128 CO_
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D. none of the above
8¢ V17,740 =

A. 16,853

B. 0.05

C. 20

D. none of the above

1 Duty: Calculator Concepts
F Task: M-71 Use Calculator Operations
—— ———————————————————————————  ——A————————
Pre-Test Notes
1. Subtract 127 from 512. Answers:
A. 385 1. A
B. 639 2. B
C. 295 3.C
D. none of the above
2. Multiply 18 times 19 times 4.
A. 342
B. 1,368
C. 855

; 3 789 Los Angeles Unified School District 1 ~—T5D-3 0001 CO




&

)
8
¢
b1
4
E
%

F

Duty: Calculator Concepts

Task: M:71_Use Calculator Operations

What: (Performance Objective)
You will use calculator operations.

When: (Criteria)

You will be able to use calculator operations when you
can use a calculator to answer 2 of the 3 questions on the
post-test correctly.

Why:

It is important to be able to use calculator operations to
solve problems more quickly and accurately.

Notes

ERIC

Full Tt Provided by ERIC.
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Task: M-71 Use Calculator Operations

Instruction:
1. Take the pre-test.

2. Read the performance objective page.

3. Participate in the discussion led by your instructor.
4. Do the practice exercise.

5. Pass the post test.

Notes
Give the pre-test.

Have class/person read the
performance objective page.

Provide for a discussion on
using calculator operations.

Allow students to complete
the practice exercises.

Correct practice exercises
with student.

If possible, give additional
proble-ns for examples of the
performance task to which
this module is attached.

. Give the post-test.

Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

- ‘9 1989 Los Angeles Unified School District 3

TSD-3 0003 CO




Task: M-71 Use Calculator tions
;
Practice: Notes
Complete the practice exercise. Provide paper for answersanda -
calculator.
DIRECTIONS: The purpose of this practice is to help you . .
use an electronic celculator. Answers to practice exercise.
Use a calculator to find the answers to the 1. D 21. D
following problems. When the correct 2. A 22. B
answer does not appearin A, B, or C, 3. B 23, A
choose "D. none of the above." 4. C 24. C
' 5. A 25. A
For each problem mark your choice on the 6. A 26. D
answer sheex provided by your instructor. Z l(): %g S
Use the calculator to work each problem. 9. A 29. A
YOU WILL NOT BE GIVEN SCRAP 10. B 30. B
PAPER FOR THIS TEST. 11. C 31. D
12. A 32. C
1. Add 2 plus 9 plus 3. 13. D 33. D
14. B 34. B
A 4 15. C 35. C
B. 10 16. B 36. B
C. 15 17. C 37. D
D. none of the above 18. B 38. C
19. D 39. A
2. Subtract 127 from 512. 20. B 40. B
A. 385
B. 639
C. 295
D. none of the above
3. Multiply 18 times 19 times 4.
A. 342
B. 1,368
C. 855
D. none of the above
4. Divide 1,345 by 269.
A. 1,076
B. 20
C.5
D. none of the above
O 989 Los Angeles Unified School District 4 TSD-3 0004 CO
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Task: M:71 Use Calculator Operations

Practice: Notes
5. Add the following numbers.

1,118

6. What is the difference between 78,344 and 93,2577

A. 14913
B. 14,824
C. 5913
D. none of the above

7. 444x9,367 =

A. 4,158,938

B. 9,811

C. 4,162,944

D. none of the above

8. 887 J'17,740 =

A. 16,853

B. 0.05

C. 2

D. none of the above

9. 9+382-24=

A. 367
B. 397
C. 349
D. none of the above

el‘mlmAMdQUniﬁdScMol District S TSD-3 0005 CO
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Task: M-71 Use Calculator Operations

m

Practice: Notes
10. 16,542 - 8,875 -411 =
A. 8,078
B. 7,256
C. 25,006

D. none of the above
11. 120,000 multiplied by 43 =

A. 4,290,000

B. 516,000

C. 5,160,000

D. none of the above

12. 10,000 divided by .004 equals

A. 2,500,000

B. 250,000

C. 400,000

D. none of the above

13. Add 10,427.2 plus 1,200 plus 1,200.

A. 533.6272

B. 10,949.2

C. 9,749.2

D. none of the above

14. 1,299-45-322 =

A. 1,625.5

B. 972.5

C. 932

D. none of the above

15. Multiply 1,509 by 277.

A. 4,155

B. 415,550

C. 417,933

D. none of the above

(& "989 Los Angeles Unified School District 6 TSD-3 0006 CO
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16.

17.

18.

19.

20.

41472 r 144 =

A. 306.75

B. 288

C. 41,328

D. none of the above

89,45€,123 - 23,654,987 + 32,795,681 - 31,642,987 =

A. 43,298,843
B. 64,648,442
C. 66,953,830
D. none of the above

1,476,320 x 7.25 + 0.4 =

A. 25,643,200
B. 26,758,300
C. 8,145,312.7
D. nonc of the above

Add the following numbers.

.10

12.79
4.53

79

3.99

1.29

+ 263

A. 26.02
B. 25.02
C 2149
D. none of the above

22,192 716,748,264

A. 754698
B. 754.698
C. 87230.54
D. 761.28

e S
Practice:

Notes

& *789 Los Angeles Unified School District

ERIC

7 TSD-3 0007 CO
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Task:__M-71 Use Calculator tions

Practice: Notes
21. Add 3 plus 11 plus 4.
A1
B. 20
C 3,114

D. none of the above
22. Subtract 238 from 652.

A. 890
B. 414
C. 238
D. none of the above

23. Multiply 24 times 41 times 2.

A. 1,968

B. 986

C. 67

D. none of the above

24. Divide 17,775 by 711
A. 0.025
B. 250.35
C 25
D. none of the above

25. Add the following numbers.

A.
B.
C.
D. none of the above

o~ 1989 Los Angeles Unified School District ) TSD-3 0008 CO
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Duty: Caiculzior Concepts
Task: M:71 Use Calculator Operations

—_— .}
Practice: Notes

26. What is the difference between 114,001 and 2,983?

A. 111,081

B. 111.018

C. 382

D. none of the above

27. 824x 10,742 =

A. 8,764,108

B. 11,566

C. 8,851,408

D. none of the above

28. 654713734

A. 654
B. 20
C. 10
D. none of the above

29. 1i+427-101 =

A. 337
B. 315
C. 539
D. none of the above

30. 9,042 - 2,900 + 814 =

A. 6,128
B. 6,956
C. 12,756
D. none of the above

31. 1,243 multiplied by 57 =

A. 70,000

B. 124,357

C. 117,851

D. none of the above

oTm——

(& "989 Los Angeles Unified School District 9 TSD-3 0009 CO
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Duty: Calculator Concepts
Task: M-71 Use Calculator Operations

Practice:
32. 21 divided by 10 =

A 2

B. 476

C 21

D. none of the above

33. Add 15,559 plus 27 minus 10,660.

A. 4.926
B. 26,192
C. 4872
D. none of the above

34. 21,490 - 11505 + 325 =

A. 20,407.45
B. 21,407.45
C. 21,637.55
D. none of the above

. Multiply 92 x241x 9

A. 922,419
B. 199,550
C. 199,548
D. none of the above

. 741T71,136 =

A. 669.864

B. 96

C. 2.091042

D. none of the above

. 1,125,526 - 250,729.2 + 75,552 - 1001 =

A. 949,3479

B. 1,301,704.2

C. 798,243.8

D. none of the above

Notes




Task: M-71 Use Calculator ions

Practice: Notes
38. 1000 +.002 =

A 2

B. 500

C. 500,000

D. none of the above

39. Add:

2,340.00
22.50
27,900.20
175.00

+ 243200

A. 32,869.70
B. 32,896.70
C. 32,879.60
D. none of the above

40. 187737913,421 =

A. .0000049
B. 202,745.56
C. .2027455
D. 37913234

————————————eeeeee e
O 989 Los Angeles Unified Schoo! District 11 TSD-3 0011 CO
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Task: M-71 Use Calculator tions

Post-Test Notes
1. Subtract 127 from 512. Answers:
A. 385 1. A
B. 639 2. B
C. 295 3. C

D. none of the above
2. Multiply 18 times 19 times 4.

A. 342

B. 1,368 \
C. 855

D. none of the above

3. 887V 17,140 =

A. 16,852

B. 0.05

C 20

D. none of the above

O 189 Los Angeles Unified School District 12 e E TSD-3 0012 CO
ERIC




Task: M-73 Estimate to Determine if Solutions are Reasonable
Pre-Test Notes
1. Answers:
- ) . — 1. B
SRy g tq . & e 3.B
item Amount
Dinner 10.16
Beverage 2.45
Sub-total | $14.46
5% Tax|$ .58
Total |$15.04
A. Yes
B. No
ﬁwwmeu Unified School District 1 TSD-3 0001 CO




Task: M-73 Estimate to Determine if Solutions are Reasonable

I —
‘ Pre-Test Notes

1 Large Pizza
With Everything 9.90
4 Small Cokes 3.00

Sub-total |$12.90
5% Tax|$ 2.00
Total |$14.€0

A. Yes
B. No

O 789 Los Angeles Unified School District 2 TSD.3 0001a CO




Pre-Test

Chicken Dinner

Bar-B-Que Ribs

Salad

Cheese Appstizer

Beverage

3.00

Sub-total

$20.60

5% Tax

$ 1.03

Total

$22.63

A. Yes
B. No

Task: M-73 Estimate to Determine if Solutins are Reasonable
e e e

Notes

(" 989 Los Angeles Unified School District

TSD-3 00016 CO
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Task: M-73 Estimate to Determine if Solutions are Reasonable

- P —— T —
_

What: (Performance Objective) Motes
You will estimate to determine if solutions are reasonable.

When: (Criteria)

You will be able to estimate to determine if solutions are
reasonable when you can answer 2 of the 3 questions on the
post-test correctly.

Why:

I is important to be able to estimate to determune if solutions
are reasonable to avoid obvious errors when handling money
and performing other customer service zcuvities.

<= '989 Los Angeles Unified School District yR— S0 TSD3 000200
) Y]

el
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Task: M-73 Estimate to Determine if Solutions are Reasonable

— e —————————

Instruction: Notes
1. Take the pre-test. 1. Give the pre-test.
2. Read the performance objective page. 2. Have cluss/person read the
) ) _ performance objective page.
3. Take part in the discussion led by your instructor. .
) _ 3. Provide for a discussior on
4. Do the practice exercise. estimating to determine if
solutions are reasonable.

5. Pass the post-test.
4. Allow students to complete
the practice exercises.

5. Currect practice exercises
with student.

6. If possible, give additional
problems for examples of the
performance task to which
this module is attached.

7. Give the post-test.

8. Recycle until the student can
answer 2 of 3 questions on
the post-test correctly.

989 Los Angeles Unified School District 4 TSD-3 0003 CO

ERIC 361




Duty: Calcuiator Concepts
Task: M-73 Estimate to Determine if Solutions are Reasonable
—  —————
Practice: Notes
Complete the practice exercise. Provide paper for answers.
EXERCISES: Examine each guest check. If the check looks | Answers to practice exercise.
accurate, select "A" for yes, If the check looks
in error, select "B" for no. REMEMBER! 1. B
This exercise is on estimating and you are not 2. B
to use calculators or pencil and paper. 2 ﬁ
5.B
6. B
7. A
8. B
9. B
10. B
11. B
12. A
13. B
14. B
15. B
16. A
17. A
18. A
19. B
20. B
O )89 Los Angeles Unified School District 6 TSD-3 0004 CO
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Duty: .Calculator Concepts _

Task: M-73 Estimate to Determine if Solutions are Reasonable

Practice: Notes

Dinner 10.16
Beverage 2.45

Sub-total [$14.46

5% Tax|$ .58
Total[$15.04
A. Yes '
B. No
[
(" 989 Los Angeles Unified School District 7 TSD-3 0005 CO

ERIC 263




Practice:
2.
[ SRR R
kem
1 Large Pizza

With Everything 9.90
4 Small Cokes 3.00
Sub-total | $12.90
5% Tax|$ 2.00
Total|$14.90

A. Yes

B. No

Task: M:73 Estimate to Determine if Solutions are Reasonable

Notes

(™ 989 Los Angeles Unified Schoo! District
ERIC

P A o Provided by ERIC
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{ Duty: Calculator Concepts
] Task: M-73_Estimate to Determine if Solutions are Reasonable
o
Practice: Notes
3.
Orange Juice
Sub-total|$ 4.75
5% Tax|$ .24 ,
Total|$ 4.99
A. Yes
B. No
Q = - —
Emcmmmmmnmm 9 TSD-3 0007 CO
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{ Duty: Calculator Concepts
3 Task: M-73 Estimate to Determine if Solutions are Reasonable
W‘
Practice: Notes
4.

ltem Amount

__Filet Mignon 18.95
Pork Chops 13.75
Chef's Salad 4.95
Coftee 1.00
Tea 1.00

Sub-total|$39.65
5% Tax|$ 1.98
Total |$41.63

A. Yes
B. No
789 Los Angelos Unified School District 10 TSD-3 0008 CO

66
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Duty: Calculator Concepts

© 989 Los Angeles Unified School District

Practice:
5.
tem Amount
Dinner for 2 19.95
2 Dinner Salads 4.90
Beverage 3.00
Sub-total | $31.85
5% Tax|$ 1.59
Total | $33.04
A. Yes
B. No

11

b7

Task: M-73 Estimate to Determine if Solutions are Reasonable

"Notes

TSD-3 0009 CO




Task: M-73 Estimate to Determine if Solutions are Reasonable

3
Practice: Notes

tem Amount |

Breakfast Special 2.95
Ham & Eggs (Scrambled) 3.45
Coffee (2) 2.50

Sub-total|$ 8.90
5% Tax|$ .45
Total |$12.35

A. Yes
B. No

— i - e —————
O 189 Los Angeles Unified School District 12 TSD-3 0010 CO
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Duty: Calculator Concepts
Task: M-73 Estimate to Determine if Solutions arc Reasonable

w-
F.actice: Notes

Special 5.45
Hamburger and Fries 3.40
Chicken Salad 2.95
Tuna Sandwich (Grilled} 2.95
4 Cokes 3.40

Sub-total | $18.15
5% Tax|{$ .91
Total | $29.06

A. Yes
B. No
O 989 Los Angeles Unified School District 13 TSD-3 0011 CO




Duty: Caiculator Concepts
Task: M-73_Estimate to Determine if Solutions are Reasonable
#‘
Practice: Notes
8.
Eggs, Toast, Bacon
Pancakes
Side (Sausage) 1.75
2 Coffee 2.00
Sub-total [$ 8.45
5% Tax|$ .42
Total|$ 8.47
A. Yes
B. No
= 1989 Los Angeles Unified School District 14 TSD-3 0012 CO
90




Task: M-73 Estimate to Determine if Solutions are Reasonable

W
Practice: Notes

1 Large Pizza

Cheese and Sausage 7.35
1 Small Pizza

Special 5.35
4 Cokes 3.00

Sub-total[$15.70
5% Tax|$ 1.70
Total[$16.40

a91

. .
15 TSD-3 0013 CO
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Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

w
Practice: Notes

10.

2 Sirloin Steaks
10.95 10.95
2 Dinner Salads

@2.50 5.00
2 Coffee 2.00

Sub-total | $17.95
5% Tax|$ .90
Total|$18.84

A. Yes
B. No

—‘ \‘L ininininiorininninls e —— e ——————
R (985 Cos Angaies Unified Schol Diswict T3 753 0014 CO
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Task: M-73 Estimsate to Deterniine if Solutions are Reasonable

Practice: Notes

3 Hamburgers
@1.50 3.00
3 Fries @ .75 2.25
3 Cokes @ 1.00 3.00

Sub-total|$ 8.25
5% Tax|$ .41
Total[$ 8.66

A. Yes
B. No
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Duty: Calculator Concepts
Task: M-73 Estimate to Determine if Solutions are Reasonable
—_—
Practice: Notes
12.
4 Cheeseburgers
1.75 7.00
4 Fries @ .75 3.00
4 Cokes @ 1.00 4.00
_Sub-total | $14.00 °
5% Tax|$ .70
Total|$14.70
A. Yes )
B. No
|
El{fc*lmmmf-ummn District 18 TSD-3 0016 CO

: T




AR
R

¥
e
»

Duty: Calculator Concepts

Task: M-73 Estimate to Determine if Solutions are Reasonable

—
Practice: thes

13.

1 Small Pizza
Special 4.85
2 Cokes 2.00

Sub-total|$_8.45
5% Tax|$ .42
Total[$ 8.87

. A. Yes
B. No
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Duty: .Calculator Concepts
Task: M-73 Estimate to Determine if Solutions are Reasonable

e e e
Practice: Notes
14.

Sub-total{$ 4.75
5% Tax|$ .24
Total|$ 4.99

A. Yes
B. No
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Duty: Calculator Concepts
Task: M:73 Estimate to Determine if Solutions are Reasonable

Practice: Notes
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_Sub-total{$ 9.40
_5% Tax|$ .47
Total|$ 9.87

A. Yes
B. No
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Practice: Notes
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1 Bacon Cheeseburger 1.85
1 Coke 1.15

Sub-total [$ 3.00
5% Tax|$ .15
Total|$ 3.15

>

. Yes
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Duty: Calculator Concepts
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17.

1 Large Pizza

Mushrooms

Sausage

4 Cokes

Sub-total

$10.45

5% Tax

$ .52

Total

A. Yes
B. No

$10.97
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Task: M-73 Estimate to Determine if Solutions are Reasonable
w
Practice:
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$12.75
$ .64
$13.39

Sub-tutal
5% Tax
Total

A. Yes
B. No
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Task: M-73 Estimate to Determine if Solutions are Reasonable
Practice: Notes
19.
Chicken Dinner 6.35
Bar-B-Que Ribs 5.50
Salad 2.50
Cheese Appetizer 3.25
Beverage 3.00
Sub-total | $20.60
5% Tax|$ 1.03
Total | $22.63
A. Yes
B. No
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F: Task: M-73 Estimate to Determine if Solutions are Reasonable
— — —— ———— ——— — —— —————————— ————————

Practice: Notes

20.

Sub-total |$15.00
5% Tax|$ .75
Total{$15.75

A. Yes
B. No
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| Task: M-73 Estimate w Determine if Solutions are Reasonable
— — ——————— —————————

Post-Test Notes
1. Answers:
1.B
2. A
3B
Dinner
Beverage
Sub-total|$14.46
5% Tax|$ .58
Total{$15.04
A. Yes
B. No
Q
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- || Duty: Calculstor Concepts
Task: M-73 Estimate to Determine if Solutions are Reasonable

Post-Test Notes
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1 Large Pizza
With Everything 9.90
4 Small Cokes 3.00

_Sub-total {$12.90
5% Tax|$ 2.00
Total |$14.90

A. Yes
& B. No
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§ Duty: Calculator Concepts
i Task: M-73 Estimate to Determine if Solutions are Reasonable
Post-Test Notes
3.
Chicken Dinner 6.35
Bar-B-Que Ribs 5.50
Salad 2.50
Cheese Appetizer 3.25
Beverage 3.00
Sub-total ]$20.60
5% Tax|$ 1.03
Tctal [$22.63
A. Yes
B. No
Q
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