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DEVELOPMENT, DISTRIBUTIVE EDUCATION, *OFFICE OCCUPATIONS,
*CURRICULUM, MANPOWER CEVELOPMENT AND TRAINING ACT,
CALIFORNIA,

NINE COMPLETED TRAINING PLANS ARE SHOWN EXACTLY AS THEY
WERE SUBMITTED BY THE TRAINING AGENCIES THAT DEVELOPED THEM.
TRAINING FPLANS INCLUDE THE SUBJECT OFFERINGS; AREA TO BE
COVERED IN EACH SUBJECT, DAILY AND WEEKLY TIME BLOCKS,; AND
THE NUMBER OF HOURS ALLOWED FOR EACH SUBJECT. THE TRAINING
AGENCIES AMD OCCUPATIONS PLANNEC FOR INCLUDE (3) FRESNO
COLLEGE~-STENOGRAPHER, (2) COLLEGE OF MARIN--SECRETARY, (3)
PASADENA CITY COLLEGE--CLERK-TYFIST, (4) HAYWARD UNIFIED
SCHCOL DiSTRICT--MEDICAL SECRETARY, (5) BERKELEY UNIFIED
SCHOOL DISYRICT--SALESPERSON (GENERAL), (6) SAN DIEGO CITY
COLLEGE--REFRODUCTION TYPIST, (7) SAWYER SCHOOL OF
BUSINESS--STENOGRAFHER, {(8) HUMFHREYS COLLEGE--STENOGRAPHER,
AN (9) HEALD COLLEGE--STENOGRAPHER. EXCERFTS FkOl
REPRESENTATIVE TRAINING PLANS IN BUSINESS EDUCATION FROJ‘CTS
ARE GIVEN FOR (1) REPRODUCTION TYFIS8T, CLERK-TYPIST,
CLERK-STENOGRAPHER, MEDICAL SECRETARY; STENOGRAPHER, CLERICAL
SECRETARY, SALESPERSON, AND CALCULATING MACHINE OPERATOR.
WITH EACH EXCERPT IS A LIST OF THE COURSE REQUIREMENTS TAKEN
FROM THE MDT-1 FOR WiHICH THE TRAINING PLAN WAS DEVELOPED.
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INTRODUCT ION

Each training proposal submitted under the ilanpower Development and
Training Act contains a training plan.

The %raining plan is a presentation of the subject offerings, the
number of hours allowed for each subject, and daily and weekly time
blocks. The plam should include the areas that will be covered in
each subject. The training plan should be a complete enough outline
30 that the teacher can easily use it to prepare daily lesson plans
to £ill in the specifics and thereby provide a complete and compre-
hensive program of instruction.

Ln effective training plan can be developed only after the person
preparing it clearly understands the objectives of the project and the
characteristics of the potential trainees, as they are stated on the
MDT-1. To be adequate, the plan must be designed to provide the
trainees with an opportunity to develop from the level of achievement
s at which they enter training to the entry job requirements specified
. on the MDT-1.

B The developer of the project should work with a local advisory
committee (see MDTA Manual, code number 190) composed of representa-~
o tives of employees, employers and appropriate government agencies.
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3 SUGGESTED TZME ALLOCATION FOR UNITS OF INSTRUCTION

The following stenographer and clerk-typist units and suggested
hours of instruction are introduced at the beginning of this section
on training plans as guidelines for persons developlng programs under
MDTA in these occupational areaz., The time allocations for units of
instruction were developed through conferences with representatives of
public and private schools.

The suggested materials for stenographer and clerk-typist projects
are followed by representative training plans that have been developed
and carried out by training agencies throughou? California. A wWilsS
variety of tusiness education training plans is covered in the latter
part of this section. In this way, the reader is provided an oppor-
tunity to see what is being done in MDTA business education projects

within the State.

Neither the suggested time nllscations for waits of instruction
nor the representative training plans presented in this section are
meant tc be used in total for training plans developed by the reader,
but are intended as points of @ rture from which the person develop-
ing projects can pattern a plan tnat is tailored to the uni.ue condi=-
tions present in his MDTA project.

At MDTA conferences devoted to improvement of instruction conducted
by the Bureau of Business Education, representatives of public and private
schools agreed upon course content u.nd the following ranges of time
allocated to the stenographer and clsrk-typist instructional units.

These suggestions for time and units are points of departure from which
the perscn developing an MDTA project may proceed to design a traliiing
plan to meet the training objectives specified on the MDT-1l., The gontent
for various units of instruction was discussed at another conference.

Stenographer EEEEE
a, Typewriting, beginﬁing level 240 - 280
refresher level 160 - 180
b. Shorthand 280 - 325
c. English (Business Inglish) 120 - 160
d. Office Practice 125 - 150
e. Business Hath & Record Keeping _80 - 100
TOTAL HOURS 845 - 1015 (beginning level)

765 - 915 (refresher level)
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SUGQESTED COURSE DESCRIPTIONS

21;0-280 hours

Typewriting

raining in corrzct typewriting techniques: development of sgeed
and accuracy; emphasis on tabulation and problem solving, business
letters, tusiness forms, and office reports.

#S 120-150 hours ##C~T 100~12C hours

Business BEnglish

Review of grammar and sentence structure, punctuation, capitalization,
spelling, correct syllabication and use of abbreviations; vocabulary

ouilding; and use of the dictionary.

-~

Business Arithnetic #S 80100 hours ##C~T 130~-150 hours ]

Review of the fundamental processes, fractions, Gecimals, percentages;
some record keeping which includes payroll procedures. %@

30-40 hours

Filing
Emphasis on learning the rules for indexing and filing; alphabetic,
numeric, geographic and subject filing systems discussed; possibly
_some emphasis on special filing systems such as the Soundex system.

Office Machines #S 2025 hours #C-T L40-50 hours

Development of proficiency on ten-key and full ~keyboard machines;
in some instances —wotary and printing calculators are included,

Office Practice %S 1254150 hoars ##C-T 150-200 hours

Emphasis on receiving callers, telephone courtesy, handling incoming
and outgoing mail, duplicating processes and machines, and development
of proficiency in using transcribing machines.

Human Relations and Personal Grooming 20-30 hours

Physical, intellectual, social, and emotional dimensions of personality;
conversation and speech, interests, manners, dress and grooming.

*S 30-50 hours :

Business Correspondence

Training in the composition cf effective business letters. Types of
letters: letters making reservations, roferring matters to others,
making appointmenvs, thank you letters, transmittal and folleow-up

letters.

Shorthand and Trenscription #5 280-325 hours

Emphasis on speed and accuracy in reading and writing shorthand from
dictation; development of skill in producing mailable typed business

letters and articies.

# 5 - Stenographer -}~ l

3% C~T - Clerk~Typist
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f.;.\: Nine complete training plans are presented on the following pages.
- These plans are shown exactly as they were submitied by the training
/, agencies that developed them; they include:
4 Training Agency Occupabiok
] Fresno City Coilege Stencgrapher
//
. College of Marin Secrevary
. tasadena City College Clerk-Typist
. Hayward Unified School District Medical Secrstary
—g Jerkeley Unifisd School District Salesperson (General)
"'f,' San Diego City Ccllege Reproduction Typist
Szwyer School of Business Stenographer :
3 Humphreys College Stenographer ¢
R Heald College Sterographer
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FRESNO CITY COLLEGE

1. Stenographer Training, 20 Hours Lecture and 10 Hours Laboratory,
34 Weeks Course

Prerequisite: Students must take aptitude tests and must be referred
by the California State Derartment of Euployuent.

A course designed to develop the skills, abilities, and knowledge
necesgary for entrance into business as a commetent stenocgrapher.

Z. Hequired Background Jf Experience

Nore

3. Expected Outcomes

. a., The strdent will be able to take dictation and transcribe his notes

R at an accepiable rate.

g b. The student will be proficient in the operation of office equip-
ment used in the general office situation.

c. The student will be skilled in the use of grammar and will be able
to offer assistance in the preparation of letters; reports, and
other busincys communications.

d. The student will have a knowledge of record keeping practices and
will be able to maintain the financial records of a small firm.

e. The student will have a knowledge of mathematics as applied to
business.

£, The student will have an understanding of the human relations
involved in the office and develop an accaptable attitude in the
employer-employee relationship.

g, The student will understand the importance of getting along with
others--not blind conformity; but studied cooperation using tact
and readily accepting responsibility as an employee, as a citizen,
and as a member of soclely.

-4 L. Texts ard References

=

s a. Texts (See appended list)
N b. References

R

uﬁi, None

X 5., Minimum Student HMaterials

JRAaE -
- Textbeoks

R - Shorthand notebooks
. Pen and pencil

& fyping paper, bond and onionskin weights
- Carbon paper




Minimum College Facilities

Classroom equipped with typewriting tables and chairs, typewriters
{i~nual and electric), transcribing machines, rotary calculators,
adding machines, spirit, stencil, and offset duplicators, and blackboard.

Kxmanded Description of Content and Methods

———

Stenographer training consists of 1020 hours of classroom work covers
ing specific units in the major categories of shorthand, typewriting,
office procedur~s, and the related subjects business English and
mathematics.,

a. Shorthand I (Beginning) 120 hours

Lezrn the basic shorthand symbols and vocabulary.

Reac. shorthand plates in text.

Take practiced dictation at LO to 50 words per minvte.
Transcribe on typewrite. .horthand letters from text.
Transcribe from dictation practiced letters at 110 o 50
words per minute, with some at 60 words.
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b. Shorthand II (Intermediate) 120 hours

(1) Review shorthand principles.

(! Introduce new vocabulary.

(3) Develop speed at 80 words per minute on practiced material
taken from the text.

(4) Develop speed at 60 words per minute on unpracticed material,
supplementary books.

(5) Develop speed in reading shorthand materials.

(5) Give punctuation drills.

(7) Give spelling exercises with emphasis also upon words “hat
students miss on transcription exercises.

(8) Transcription on practiced and unpracticed material.

(9) Transcription testing.

(a) Transcription tests from the Gregg "Business Teacher"
at 60 and 80 words per minute.

(b) Three-minute dictates on practiced material at 49 to 80
words per minute.

(c) Three-minute dictates on five-minute tests from the
Gregg "Business Teacher" at 60 words per minute. These
will be unpracticed.

c. Shorthand III (Advanced) 120 hours

(1) Review of theory, brief forms, phrasing, and shortecuts.
(2) Development of speed in taking dictation at 80 to 120 words
per minute.

N " N
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(3) Mechanics of transcription--special emphasis upon
(2) Letter placement--short, medium, and long,
Letter styles,
Coarrect spelling and punctuation,
Transcribing with carbons,
Word substitution,
Froofreading,
Neat corrections of errors,
Speed production.

(4) Transcription of three and five mnute tests at 30, 90, and
100 words per minute with 95% accuracy.

(5) Transcription letter tests--sets of three av 80, 90, and
100 words per minube.

d. Shorthand IV {Office Style Dictation) 90 hours

(1) A rapid intensive review of punctuation and spelling words
most frequently missed by the students.

(2) Dictation of letters for transcription=-untimed and
unevenly dictated.

(3) Dictation of letters for transcription where the 0oss makes
corrections during the dictatiomn.

(4,) Dictation of six or eight letters at one time, to be trans-
crived in a mailable form. Inclosures will go intc some of
the letters.

(5) Carbons will be used on all letters dictated. Some letters
will require that three or four ~arbons be used.

e, Typewriting 220 hours

(1) Review of fundamentals including parts of machine, keyboard,
figures, symbol keys and skill development.

(2) Intermediate typing includes skill development, letter
writing, tabulated reports, manuscripts, forms (filling in),
and co:posing at typewriter.

Advanced typing includes skill development fgoal is to reach
o minimam of 50 MWPM), build production skills to turnout
mailable and usable copy for letters, tabulation problems,
and filling in of forms, and multi-carbon copies.

Business English and Communication 90 hours

Grammar including pretest, review parts of speech and their
correct usage, writing sentences, and choosing the right word.
Punctuation including pretest, using punctuation marks,
capitalization, and writing numberes.,

Spelling including spelling by sound and meanings spelling

by rules, and specialized vocabulizries.

Correspondence including letter writing and memoranda and
reports.




g. Business iath and Record Keeping 60 hours

(1) Improving arithmetic skills including addition, subtraction,
multiplication, division, fractionss; decimals, percentages,
and measur¢ments.

(2} Computing interest.

(3) Salary deductions imcluding income tex, soecial security tax,
and State Unemployment and Disability tax.

(4) Business records including cash, checkbook, statements.

(5) Banking procedures.

h. Office Practices and Procedures 200 hours

(1) Production typing=-skill development (one hour {55 hours)
per day for ten weeks).

(2) Filing including alphabetic, numeric, geographic and subject
filing; filing equipment and supplies; steps in filing
procedure and control; and charge, follow=up, transfer,
and storage. (20 hours)

(3) Office commmication systems including business telephone
calls (loczl and toll calls), the switchboard (telephone
personality), interoffice communications, special telephone
services, telegrams, cablegrams, and radiograms. (10 hours)

(L) Office machines including ten-—key and full-keyboard adding
machines, ofr’set duplicator, mimeograph, mnimeoscope, rotary
calculator, and transcriber. (65 hours)

(5) Mailing procedures including incoming and outgoing mail,
classes of mail, special postal services, distribution of
mail, messenger service and duties. 10 hours)

(6) Purchasing procedures including requisitions and records;
obtaining new suppliee, and placing orders and receiving

supplies. (2 hours)
(7) Sales procedures inciuding handling telephone orders, pricing
and billing, and shipping procedures. (2 hours)
(8) Sources of information--reference booke and other sources.
(1 hour)
(9) Business psychology (30 hours)

(a) Personal appearance--dress, makeup, neatness and

cleanliness, health, posture and walking, voice and speech.

Relation:ship with otherse-cooperativeness and tact, social

attitude, courtesy and manners, common Sense, trustworthi-

ness, loyalty.

(c) Efficiency on the job--initiative, mental alertness and
memory, puntuality, orxganization, dependability, pro=-
duction ability, open mindedness.

(d) Self-appraisal aund self-improvement.

(e) Selling yourselfe--getting and holding a job, personal
interview, application letters, personal data sheets.




8.

Methods of Evaluating Outcomes

a,
b.
c.
d.
€e

Written quizzes when applicable.

Examinations following unit presentztvions.
Participation in class discussions.

Written outside assignments and class projects.
Mid=term and final examinations.

e

BLOCK TIME SCHEDULE OF INSTRUCTION
Stenographer Training (DOT 1-37.12) MDTP

/ TOTAL SHORTHAND INSTRUCTION L5C HCURS \

Shorthand I (120)

Shorthand I1 (120){Shorthand IIL (120)%Sh:rthand IV {90)

Typ=Fund (70)

Typ ~Int (75)}{Typ-Adv (75)|Bus Engl (90){ilath (60){Off Proced (200§

-.‘\

———

~ ALLTED INSTRUCTION 570 HOURS //
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COLIEGE OF MARIN

General Information

1.1 Title and Code. MDTA Secretary This program is designed to
Train Secretaries, D.0.T. Code No. 1-33.01.

1,2 Starting and Completion Dates. It is plarned to start on®
~echion on November L, 1963, and another on May 11, 196kL, if
needsd. Completion dates would be May 8, 196h, for the first
and November 6 for the second one.

1,3 Length of Gourse., This course will run for 26 thirty-five hour
Weeks for 2 total of 910 hours. This is based on recommendations
coming out of conferences of MDT instructors under the gupervision
of the Regional Supervisor of Business Education. The 35-hour
week is thought to be similar to a workweek adapted to
intensified instruction.

1.4 Total Number of Sections. Two are contemplated as recommended
by the San Rafael office of the California Statve Employment
Service, which proposed: "Classes consisting of 20-25 trainees
per class...on six.month intervals during a year. Suggested
duration of classes would be 20-26 weeks, two sections of
classes recommended during the course. Starting time of first
class would be rscormended as soon as practicable',

1.5 Schedule of Sections.

1. November L, 1963, to May 8, 196k,
2. May 11, 196k, to November 6, 196L.

1.6 Educational Agency. This progran will be ander the supervision
of the College of ifarin, Kentfield, Califcrnia, Persons specifi-
cally responsible for this supervision will be Dr. Ellsworth R.
Briggs, Dean of Adult Education,and Dr. Frank T. Jacobs, Assistant
Dean of Adult Education.

1.7. Purpose of the Course. The course is intended for unemployed
persons with appropriate aptitude whose background includes some
experience in the secretarial field, These persons will be
selected by the California Svate Employment Service and certified
to the College for training.

1.8 Facilities and Equipment. Pacilities will include a classroom and
Taboratories at the College's San Anselmo Center, 21 Mariposa
Avenue, San Anselmo,and some use of laboratories on the Kentfield
Campus. Sce attached squipment schedules.

1.9 Remodeling of Public Facilities. None is anticipated.

Course Information

2.1 Trainee Bducational Background and Experience.

a. Eighteen years of age or over.

t. High school graduation.

c. Appropriate aptitude and attitude.

d. Some training and work experience in sacvetarial field.
Instructional Materials. See respective courses.

Standards of Performance. The training objective is to prepare

basically qualified tralnees for office secretarial jobs at a
mach more advanced level than those possessed by the average
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general office worker, so as to itake possible more successful
participation in present-day job competition. The expectation:
to teke dictation, using shorthand, at speeds up to 120 words

per minute; to transcribe, using typewriter, up to 60-70 words
per minute, or recorded information reproduced on transcribing
machines; to handle important correspondence, schedule appoint-
ments, skillfully receive office visitors, handle telephone calls,
keep records and supervise office clerical staffo-performing the
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2.4 Records. The usual records of the College of Marin Business
Education Iavision will be kept on trainee progress.

2.5 Curriculun Content and Instructional Materials (by Course). (See
attached sheets).

3. Instructor Information

3.1 It is planned to use two instructors, one to do the major teach-
ing and coordinating for a2 63 hour day, and the other to assist
with one or two subjects for 2% hours daily.

3,2 Instructor Qualifications. Both instructors will be regulariy
employed College of Marin Adult School faculty credentialed by
the California State Department of Education--ranging from
Designated Subject Credential in Shorthand, Typing, Business
English to a Master's Degree in Business Education. All under
consideration have considerable practical business background.

3.3 Hours and Salary. College of Marin Evening Salary Schedule zalls
Tor $7.50 per class hour for credit courses. MDT courses, due to
the gimilar examinations, grading and reporting required, have
been set by our Administration and Board of Trustees at that
same rate. The proposal calle for nine hours of instruciion
and coordination daily for 26 weeks, or $8,775.00.

Secretary (Clerical)

Objectives:

The objectives of this training are to prepare trainees to perform
general office work in support of executives or managerial personnel,
thus relieving them of minor clerical details. By the end of the course,
it is expected that each student will have attained a minimum speed of
60-70 net w.p.m. in typing and a minimum of 120 w.p.m. in shorthard
dictation. In addition, it is expected that each stucent will have
attained an adequate skill in the use of English, both oral and written,
arithmetic and typical business machines. It is also expected that each
student will have developed an. understanding of the importance of gocd
buisan redabioms in business.

The course will cover all the major and most of the minor duties
required of a secretary in today's business cperation. The class schedule
will run from 8:30 a.m. until 4:30 p.m., donday through Friday, for 26
weeks. The usual junior college class procedures and requirements such
a5 attendance, punctuality, evaluation, aud grading will be maintained.
Tie Collsge of Marin staff will have sole responsibility for the planning,
preparation and operation of the program.

nl2v.
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The screening and selection of trainees for the program will be
done by the local California State Department of Bmployment.

Business Mathematics and Bookkeeping

8:30-9:30 Daily 130 Hours
Objectives:

1. To train these potent*2l business women in fundamentals of Mathematics,

Business Arithmetic ana Records Keeping.
2, To develop skill in use of mathematics for business.
3. To provide an opportunity to apply thuse skills to business problems.

Scope:

1. Review of the fundamentals.

-~ A .. ™me __s o o -~ °
2. Applicavion of learning %o buginage problems.

Instructional Materials:

Mathematics Skill Builder, South+Western Publishing Co. #M92 Text-workoook.
Principles and Problems in College Business Mathematics, McGraw-Hill

Publishing Co.

Iyping
9:30-11:00 Daily 195 Hours
Objectives:

1. To develop the typewriting skill superior to that necessary for employ-
ment in the average business.
2. To establish good work habits in the care and use of equipment.
a. Starting the day's work promptly.
b. Working steadily,
c. Holding to high standards of performancs.
d. Measuring achievement.
e. Studying and eliminating errors.
f. Completing tasks.
3. To acquire knowledge essential to the jntelligent performance of a
typistts job.
L. To give practice in letter writing and buginess forms of variocus kinds.

Scope:

1. Machine care - manual and electric.

2. Development and improvement of basic skills.
. Horizontal and vertical centering.

Rough drafts and proofreader's marks.
Syllabification of words.

Erasing and correcting errors.

T s P . AT Wf,;,#ﬁ:‘ il L S e e
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7. Placement and punctuation of letters.
8. Block and modified block style letters.
9. Multiple page letters.
10. DBusiness letters with special parts.
11, Special communication forms.
12, Indented style letters.
13. Addressing envelopes and folding letters.

i5. Typing repoits.

8. Typing outlines.

17. Manuscripts with footnotes.

18. Inter-office correspondence.

19. Planning and typing tabulation reports.
20. Special business forms,

21. Tricks of the trade for typists.
22. Horizontal rulings.

23. Punctuation and capitalization.
2l;. Statistical reports.

25, Order and shipping forms,

26. Telegrams.

27. Legal papers.

Instructional Materials:

20th Century College Typing #T-10, South-Western Publishing Co.

amm

Typing Power Drills, Gregg Publishing Co.

English and Business Correspondence

11:00-12:00 Daily 130 Hours
Objectives:

1. To develop competency in vocabulary.

2. To develop principles of grammar, accuracy of spelling, and punctuation.

3. To develop skill in writing well-knit seutences and clzar paragraphs.

L. To acquaint the student with primary business procedures, principles,
and broad policies through the motivated medium of business letters.

5. To familiarize the student with simple business problems and vo train
her in solving them by leziter.

Scope:

1. Review of grammar, puncbuation and spelling.
2. Vocabulary improvewsnt.

3. Review of letter s'yles.

L. Study of letters for ¢ifferent situations.
5. Evaluating b.siness letters as to:

a., Completeness
b. Courtesy




c. Consideration
d. Clearness
e. Conciseness
f. Concreteness
g. Correctness
6. Application of central principles underlying effective letters.

Instructional Materials:

tiord Studies, Walters and Lamb, 5th edition

Horkbooks

Practical Business English, Aurner, 3rd edition, 1960
Pretest and Achievement Test - complimentary

Practical Business Correspondence, Aurner, latest edition
Pretest and Achievement Test - Complimentary

Office Practice

12:30-1:30 Four Days a Week 104 Hours
Cbjectives:

1. To develop a usable skill in the operation of the transsribing
machines, duplicating machines, and calculatorse.

2. To provide the students with an understanding of the organization
of a modern office.

3. To provide the students with the experiences that are basic to an
understanding of the office procedures in the modern business office.

ij. To develop attitudes, ideals, and work habits that are necessary for
successful participation in office work.

5. To develop & workable knowledge of the principles and procadures

of filing .
Scope:

1. Speed and accuracy drills on rotary calculators and ten~key printing
calcuiators.

Driils oa preparing stencils and operating duplicating machines.
Speed and accuracy drills c . transcribing nachines.

Familiarity with the general clerical functions of dictating and
transcribing machines.

Review work in spelling, grammar, proofreading, and syllabification.
Spesch improvement and telephone technigues.

Piling techniques.

rills on the bagic systems of Filing-~alphabetical, numerical,
geogrzphical, subject and non=correspondence.,

Fy

o

)=~ g\\n
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Instructioral Materials:

Clerical and Civii Service Training, Fisher, 3rd edition, South-festern
Publishing Company

-15-
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Progressive Filing and Records Management, Kahn, Yerian, Stewart, 7th
edition, South-Western Pablishing Co,.

Student !'s Guide to Progressive Filing, Kahn

Viniature letters for Prog_r—essive Filing, Kahn

Office Machines Course, Mh9, Agnew, South-Western Publishing Co.

Homan Relations

12:30-1:30 Weekly 26 Hours

Objectives:

To develop an appreciation of the importance of human relations in
business dealings.,
To show that the businessmMer tries to select employees who will
contribute toward a smooth~working organization,
To show that a gond employee is primarily an individual who is capable
of self-regulaticne.
To show that continued, efficient study plays a large part in a
person'!s success in business.
To show that good grooming is important in social life, obtzining a
job, and advancement on the job. :
To show the importance of good personal grooming to business and
social success.
To acquaint the student with the fundamentals of proper dress for
business.

8. To show the imnortance of good manners in business.

Scope:

1, Implications of good human relations in businesz success.

2. Wnat does the businsss world axpecht of you.

3, Tools to improve your job personality. .

. Discussion and demonstration of azceptable standards of dress
in business.

5. Discussion of the importsuce of good grooming.

6. Role playing in humar relations situations.

Instructional Materlials:

Practical Business Pcychology, Laird, McGraw-Hill Publishing Co.

Shorthand and Transcription

1:30-};:00 Daily 325 Hours
vdjectives:
1. To develop a dictati.a speed of 120 words per minute on unfamiliar

material for a perlod of not less than three minubes and demonstirate
ability to produce rapidly and accurately mailable transcripts.

wlbew




2. To develop correct spelling, punctuation, and sentence structure.
3, To develop in the student acceptable office behavior patterns such
as cooperation with fellow workers, enthusiasn and willingness to
learn, punctuaiity; reliability; self-confidence, perserverance,
gincerity and courtesy.

To develop an understanding of business practices.

M5 introduss the student £o office dictation and tranacription procedures.
To develop the primary techniques of transcription; the correct and
similtaneou. ase of Shorthand, typing and Bnglish without conscious

direction.

o\

Scopes

1. Build transcription skill through the study of carefully selected
English style fundamentals and their application in the transcription
of husiness letters.

2, Spelling, definition and application of carefully selected lists of
busginess words.

3, Build shorthand skill in the aspplication of shorthand theory principles.

L. Help the student to achieve automatism of selected shorthand phrases.

5, Build a shorthand writing skill that can be sustained for a minimum
of five minutes.

6. Intensive review of theory principiss, word families, brief forms,
special forms, word beginnings and endings, and phrasing principles.

7. Penmanship improvement drills.

8. Application of a series of Progrescive Speed Builders, each ons
progressing t2n words per minvie every half minute.

9, Dictation material coverirg many types of businesses or trades and
containing up~to-date usiness letters, involving many departments
of a businsss, '

10. Rapid and asGurate transeriniion on the tvypewriter.

Instructional Materials:

Grege Shorthand Sizplified, Gregg, Leslie, Zoubek, 2nd edition, 1955
Student 's Transeript

Refresher Course ir Gregg Shorthand Simplified, Strony, Garvey, Newhour ,1959
Gregg Transcripvion for Colleges, Simplified, Hosler, Grubbs, Wagoner, 1959
Student's Transcripts

20,000 Words, leslie, Lth edition, 1959

Most-Used Shorthand Words and Parases, Gregg, leslie, Zoubek, 1959
Poference Manual for Office Mmpic—ees, Larsen-foebel, Lth edition, 1959

-17-
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196361
MTA-Secretary=-1.3301
Proposed Schedule
26 Weeks of 35 Hours for 910 Hour Total

8:30
9:30
11:00
12:00
12:30

;30

-
o

Business Mathematics and Record Keeping
1} Hours Typing (Mamal and Eiectric)
English and Business aspondence

Office Practice - Mon., Tues., Thurs. and Fri.
Human Relations -~ Wec.

21 Hours Shor‘hand and Transcription

7 Houzs Total Hours

Total
Hours

130

155
130

10k
26

32

210
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PASADENA CITY COLLEGE

Manpower Development and Training Act

Training Plan
General Information
1.1 Occupational Title Clerk-Typist, 1-37.3L
1.2 Starting Date September 3, 1963
1.3 Length of Course 6 hours/day, 5 days,week, for
twenty-six weeks,
1.4 Total Number of Sections One section, thirty-three students.
1.5 Schedule cf Sections

Section 1 September 3, 1963 through
February 28, 1964.

1,6 Name of Agency Supervising Course

Pasadena City Schools

One fractional time supervisor

One part-time clerk.
.7 This training program is for persons currently unemployed.
It is proposed that this training program will continue to use
the facility located at 840 East Maple Street, Pasadena.
The equipment purchased for CAL-5l, Section I, will be
available for continued use.

1.9 No minor remoueiliilg is amvicipaved.

4t
(-3
(@]

Course Information

2.1 Applicants for this training program will be carefully screened
by the Selection Referral Oificer of the California State
Employment Service. Only those perscns that this agency (CSES)
feels can profit from the training program will be admitted.,

.2 See original trairing plan for CAL-51 and attached Form OE«4000.

2.3 Standards of performance expected of each trainee at the comple=
tion of this training progr:m are indicated in the MDI-l dated
November 28, 1962, which irdicates the following:

"a, Description of Occupation and training objective: Typevwrites
letters, reports, and other matter from rough draft or
corrected copy. Files correspondence records and reports.
Makes out bills, answers telephone, and handles mail.
Objective: To urain worker so that entry skills of L45 WPM
in typing and familiarization with basic office nractices
can be attained.’

2.4 A record of the enrollees in this training program will include
the regular Pasadena City College Extended Day School teacher
records (regular forms and teacher class roll record which shows
days and hours of ettendance), plus a record of individual

gtudent progress on each of the units shown in the topicrl
outling.




2.5 Courge Outline: See original outline as approved under CAL-51
(as we are only half way through our original CAL=-51 program).
We do not want to suggest any major changes in the approved
outline at this time,

3. Instructor Information

3,1 This training program will require the services of one full-time
instructor who will be paid an kourly rate on the basis of seven
hours per day, thirty-five hours per week, for twenty-five weeks.
Although this class is scheduled for six clock hours per day,
we have found that it is mandatory to allow one hour per day
for teacher prsparation.

The instructor of this training program will be required to meet
the requirements of the Speciai Secondary Credential in Business
Education (Article 13), or the Adult Education Credential in
Designated Subjects (Article 35).

3.3 The hours and anticipated salary foir instructors in this training
program are shown on an attachment to Form OE-}000, Item la.

Note: It is proposed that this Clerk-Typist program be operated in
conjunction with the Stenographer program (CAL-25).

The Clerk-Typist will use the Typing-Shorthand room which was approved on

CAL-25, This is fully equipped with tables, chairs, typewriters, non-
ccmsumeble typing texts, and business machines required for the Office
Practice phases of vhe program.

The Theory Room requested for this Clerk«Typist program is composed of
two individual rooms. One, ' x 19%, will be used to house the
business machines for Uffice Practice work for both the Clerk-Typist and
Stenographer programs. The second part of the Theory Room is 19! x 38¢
and will house tables, chairs, and certain business machines, and will
be used to conduct the Office Practice and Procedure unit, the Business
Engiish unit, and the Business lMathematic unit, for both Clerk«Typist
and Stenographar programs.

The attached Room Schedule shows the scheduling of tne rooms that the
Clerk~Typist and Stenoprapher's programn will use. (Fcr the purpose of
the schedule the Theory Room is shown as one room rather than two. )




ROOM SCHEDULE F(R
CLERXTYPIST AND STENOGRAPHER

TRAINING PROGRAM

Theory Room Typing/Shorthand Room
(19* x 521) (38% x 521)
9:00 - Office Practice $:00 = Shorthand
11:00 a.m. and Procedures 11:30 a.m. (Stenographer )
(Clerk~Typist)
12:00 N = Typing
11:00 a.m, -  Business English 1:30 p.m, (Stenographer)
12:00 W, (Clerk-Typist)
1:30 - Typing
12:30 - Business 3:30 p.m. (Clerk=Typist)
1:3C pem. Mathematics
(Clerk~Typist)
1:30 = Office Practice
2:15 pei. and Procedures
(Stenographer)
2:15 - Business English
3:00 peita (Stenographer)
3:00 - Business
3:30 pehis Mathematics
N (Stenographer)

21
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Course Outline for Clerk-~Typist

Typing - Minimum competency jdentified on MDT-1 250 Hours

dated November 28, 1962, L5 WPM

80 Hours

Fundamentals of Typing
1. Machine Fundamentals
2, Standards of Performance

3, Skill Development
i, Brief Introdaction to Letters and Forms

Production Typing I 70 Hours

1. Skill Developiment
2, Application to Forms

Typing and Transcription I
1. Produces Mailable and usable copy

2, Transcription Practice

30 Hours %

Production Tybing II 35 Hours

1. Improvement of Production skills

35 Hours

Production Typing 1it
1. Skill Development

Textbooks used include No. 1, 2, 9, 10, 13, anc U,

220 Hours

Office Procedures and Practice

Procedures
1. Office Organization and Routine

2. Jcb Relationships
3. Glerical Routines: motion-mindedness

Filing
1. Alphsbetic
2. Numeric
3, Filing Equipment and Supplies
h. Filing Procedures (sorting, cross
referencing, charge=-out, followeup)
. Preparation of File Labels, Folders, and Guides

Telephone and Telegraph

Sources of Informatione-reference books and other sources

Reports, Manuscripts, Legal Documenis

Buginess Psychology
1

Al wrAwmlzan

Personality of ihe clericas Worser




Clerical Aptitude Tests and Personality Tests

Personal Appearance--dress, hair, make=-up,
cleanliness, neatness, health, voice, posture.
Personzlity--initiative, courtesy (manners),
enthusiasm, sincerity, cooperativeness, tact,

social attitude, sense of humor, office eviquette.
Mental Skills~--learning to follow directions,

iearning from previous mistakes, using initiative

to solve a problem, open mindedness to new ideas,
suggestions, or critieisms.
Responsibility~--promptness, trustworthiness, loyalty,
ambition, persistence, dependability.

Attitude Toward the Job=-promptness and regularity in
attendance, pride in one's work; production of a day's
work in a day.

Self-appraisal and Self=improvement.

Selling Yourself (getting and keeping the job)

Seeking employment; percsonal interview and follow=-up;
application letters and data sheets; applicaticn blanks.

Textbooks used include No. 3, L4, 17, 19, and 20.

Business Machines
Machine Mathematics
1. Comptometer
2. Ten Key
3. Full Key
i, Calculator-Rotary
Duplicating Procedures
1. ¥imeograpn
2. Ditbo
3. Therme-Fax
u. Offset
Machine Traascripiion
1. Dictaphone
2. Soundscriber
3, IBM Transcribing Machine

mexthooks used include No. 15

Business English and Communication

Vocabulary Skills
1. Pretest
2. Spelling by Sound and Meanisg
3. Spelling by Rules
L. New Words Spelling
5. Specialized Vocabularies
6. Special Vocabulary Problems

Applied English Grammar

1. Pretest
2. HNouns and Pronouns, Brief Review

«23-
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3. Verb Review
4, Additional Word Forms Review
5. Sentence Structure
6. Capitalization and Punctuation
7. Number Styles
8. Word Usage
Correspondence English 35 Hours

1. Better Business Correspondeace
2. Good Letter Writing
3. Memoranda and Reports

Textbooks used include No. 1%i, 12, and 16.

Business Computation and Record Keeping 125 Hours

Improving Arithmetic Skills
1. Addition
2. Subtraction
3. Multiplication
,4 ® Division
5. Fractions
6. Percestages

Mathemztics of Business
1. Pzyrolls
2. f%rade and Cash Discounts, Markups.

Mathematics of Finance
1. Computing Interest
2. Discounting Notes and Draiis
3. Installment Buying and Selling

Mathematics of Insurances and Taxes
1. Irsurance
2. Property and Income Taxes
3. Social Security

Mathematics of Investments
1. Stock Purchases and Stock Sales
2. Bond T™urchase and Bond Sales

Business Records and Graphs
1, Petty Cash Book
2. Profit and Loss Statement
3. Balance Sheet
L. Row to Mcke and Use Graphs

Practical Measurements
1. Linear Unit
2. Square Unit
3. Cubic Unit
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Banking Procedures
Civil Service und Employment Problems

Records Management
1. Establ:.shlng Filing Systems

Sala ™ 1o)e)
Sclsction of Eguipment and Supplise

Ce

3. Controlling and Managing Fillng Systems
L. Transfer and Disposal

5. Evaluating Filing Efficiency

Textbooks used include No, 5, 6, 7, 8, and 18.




Banking Procedures

Civil Service and Employment Problems

Records Management

“ TVl el 2 el hn S
1. Esbtablishing Filing Systems

2, Selection of Equipment and Supplies

3. Controlling and Managing Filing Systems
i, Transfer and Disposal

5. Evaluating Filing Efficiency

Textbooks used include No. 5, 6, 7, 8. and 18.




Banking Procedures

Civil Service and Employment Froolems

Records lManagement

1.
2.
3.
L.
5.

Establishing Filing Systems

Selection of Equipment and Supolies
Controlling and Managing Filing Systems
Pfransfer and Disposal '
Evaluating Filing Efficiency

Pextbooks used include No. 5, 6, 7, 8, and 18.
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HAYWARD UNIFI®D SCHOOL DISTRICT

Training Plan
Medical Secretary

General Information

e ]

Lol

1.2

1.3

1.k
1.5

L.7
1.8

L.9

32 he |
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Secretary (lieaical)
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HE S E TR AS

Jccupational Title

3 weeks after approval or about
February 10, 196k, and complete
Augnst 21, 196L4. The second section
will begin after completion of this
section and will be submitied on a
new proposal about July 1.

Starting Date

Through consultation with members of
the medical profession, representatives
of the California Department of Employ-
ment, reprosentatives of the California
Department of Education, the course
was determined to require 980 hours
of classroom and clinical instruction.
As a medical secretary in a small
office often works at least 7 hours a
day, it was determined that instruc-
tion should as nearly as possible
reflect these working conditions--
that is 7 hours a day of instruction
or 35 hours weekly.

Length of Course

Total Nuwmber of Sections 1 section of 30 students
Schzdule of @gctions

To start February 10, 1964, and
complete August 21, 196k,

Secticn 1

Name of Agency Supervising Course

The course will be conducted under the supervision of the Hayward
Unified Schiool District. Supervision will be done by the
Vocational Cocrdinator of the district and by the teacher-
supervigor from the teaching staff,

A1l students will be unemployed,

This training will be held at 22300 Foothill Boulevard, Hayward,
until the remodeling is complete at 26316 Hesperian Boulevard,
Hayward,

Remodel...g .
The school we now use for our clerke«typist and steno-secretary
program has been condemned and will be sold before our medical

26
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secretary courses are completed. Also, we ancicipate continuing
with more classes of clerk-typists and steno-secretaries when
these complete due to the jncreasing growth of this commnity.
Wa have a three-year old building which has classroom partitions
but they sre not finished. In order to make these classroons
adequate, some remodeling will be needed. The cost of this
remodeling will be $3,500,00. ({See outline attached to

Form O 4000,

2. Course Iniargaﬁ@gg

2.1 Entrance requirements from MDT-1

(1) All %rainees will be women with a minimum of a high school
education.

(2) 'The age range is estimated to include approximately 10% between
18 and 21 years, 80% between 22 and Ll yesrs and 10% between
45 and 50 years.
Ability to type 25 words per minute accurately.
Attaia the recormended minimum scores on SATB B 215.
Demonstrate by appearance, personal presentation and attitude,
that there is a good potential for successful job performance
afier training.

(6) Priority factors for selection as set forth by PL 87-L415.

(7) All screening to be done by the Department of Employnent.

See 1list of books and supplies attached to Form OB LOOO for instruc-
tional manuals, textbooks and references to be used by trainses.

The course objective is to prepare trainees to successfully assume the
varied duties and responsibilities of a medical secretary as outlined
in the description of the occupation. Praining will be directed
toward developing proficiency in the use of oilice machines and
equipment and emphasis will be placed on the instruction of medical
terminology. It will also include office procedures and ethics typical
of the medical profession as well as 1imited nursing and labtoratory
tasks.

2. Records of students to be kept ars:

Attendance Punctuality
Progress Pequired government records

Attitude Plus all records needed for

Speed for vyping and ehorthand reference for placement
Completion

2.5 Course Outline:

The course outline is shown in the attached block diagram, We will
use 2 instructcrs, each teaching 5 hours per day with 2 hours of
preparation time. The students will have 7 hours of classroom
instruction., Homework will be assigned and graded.

27w




2.5.1

(1)

(2)

(3)

()

(5)

(6)

(7)

(8)

(9)

(10)

(11)

) P |

The specific skills to be developed under each title nheading

g

Medical Secretaery Fundamentals--a survey of anatomy and
physiology; origin, meaning and application of terminology;
ethics, interdepartmental relations, personal conduct,
public relations, and telephione procedures.

Additional duties commonly include sterilizing instruments,
preparing patients for examination, checking heights and
weights and making certain types of laboratory tests.

Legal Aspects--parent, nurse, doctor, patient relations,
adoption, etc.

Shorthand--study shorthand outlines for medical terminology,
develop shorthand speed.

Medical reportse-interpretation of medical records and forms
including proper filling out of insurance forms. Ccrrect
filling in of case histories and their meaning.

Transcription--develop skill in transcribing dictation of
medical reports, articles, case history and correspondence
from a transcription tape or shorthand notes.

Office practice and machines-~develop skills in the use of
office machines, ceview and practice in office filing
principles and systenms.

Business English--review of basic grammar, sentence con-
struction, capitalization, and punctuation. Review spelling
and pronounciation, definition of medical vocabulary,
composition of routine correspondence.

Business Math--review of basic mathematics required for a
medical secretary as payroll, patient billing, taxes.

Business Record Keeping--Be able to handle the financial
tvansactions of the office, maintaining records, billing
patients and keeping these records in up~to-date form.

Typing=-spee:. and accuracy drills, training and practice
in typing technical material containing medical terminology,

medical reports, etc. Develop a typin; speed of 55 wpm,

Special Study--this time is left open until we have tested

the students and watched their progress. When their areas

of weakness are known, they will be given special attention
at that time.

=28~
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2.5.2 In addition to ooks listed and attached to Form CE 4000, the
foliowing equipment is already on hand and will be utilized:

Marchant Calculator 1 hospital bed

Printing Calculator 1 scale and height unit
Nuplicating Machine, Roneo 1 overhead projector &

5 adding machines transparencies
Combination dictaphone-transcriber 16 mm projectcr and screens
Filing cabinet 35 mm projector

Stenorette combination

Stenorette transcriber

Stenorette protable dictabting machine
Spirit Duplicator

Dictaphone transcriber

Dictaphone dictator

3. Instructor Information

3,1 Two full-time instructors.
3.2 We certify that the instructors will meet the requirenents
and standards for a regular California credential,
3.3 Each instructor full time 7 hours a day, 5 days a week for 28
weeks @ $5.50 per hour =7 X 5 X 28 X 5.50 = $5,390.00
2 instructors = $10,780.00

This rate of pay conforms to our Adult School hourly rate.

29
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BERKELEY UNIFIED SCHOOL DISTRICT

Training Plan
Salasperscn, General

General Information

1.1 Occupational Title:

1.2 Starting Date:

1.3 length of Course:

1. Total Number of Sections:

1.5 Schadule of Sections:

1.6 Nems of Agency Supervising
Course:

1.7 Purpose of the Course:

1.8 Facilities and Equipment:

1,9 Minor Remodeling of School

Plant:

Course Information

2.1 Qualification of Student:

a. 18 years of age or older

=3le

——

Salesperson, General 1=75.71

Janusry 13, 1963

7 hours per day, 5 days per week
for 6 weeks

2 Sections of 30 studenits each.
Sections will Tun consecutively.

Section 1. dJan. 13, 196k through
Feb. 21, 196k

Seetion 2. feb. 2L, 150k through
Apr. 3, 196l

Berkeley Unified School District
Berkeley, Czlifornia
One fractional time supervisor

This ccurse is intendsa for
unemployed perscns who can benefit
from rsuraining, These persons
will be selected by the C.8.E.S.
and certified to the school.

The course will be conducted in
nonpubliic rented space, yet to be
determined. School enrollment in
the Berkeley Unified District is so
great that it has caused over=
erowded school room facilities,

In order to properly house this
program, it has becore necessary

to lease nonpublic space, Equipe
ment will be rented, with an opticn
o buy, and purchased when and if
it becomés more =2conoimical to do so.

None

i
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b. High school education or equivalent
c. Satisfactorily passed the personal interview and gereening

of the California State Department of Ewmployment.

2.2 Textbooks: Textbooks are listed by svhiect matter in Course
Outline attached to this proposal.

2.3 The objectives of the course are to prepare trainees to
successfully perform retail sales tasks that are custonorily

- e —e—

a part of the operation of a department or specialty store.
Entry job requirements for specific skills, as determined by

the Califormia Department of Employment, will be meb.

2.1, All the required Federal, State and local records will be
kept along with attendance, grading on tests and final grades i

upon completion of the program.

2,5 Course outline: See attached course of study outline.

3. Instructor Information

3.1 There will be two part-time instructors.

3.2 These instructors meet the certification requirements of the
State of California for their particular areas of teaching.

3.3 Instruction will be provided for 7 hours each day at the rate
of $6.31 per hour, plus employer contributions for Retirement,

Sceial Security, Health and Workmsn's Compensation. The above
is the standard rate of pay for Adult Education Teachers that

has been established by the Berkeley board of Education.

BERKEIEY UNIFIED SCHOOL DISTRICT
Course Outline

Manpower Development and Training Act
(Salesperson, General)

The following propcsed curriculum for {Salesperson, General) has been
developed by the Berkelsy M.D.T.A. Coordinator with help and guidance
from the local office of the California Department of Employment, the
Berkeley Mayor's Employment Committee, and the local Chamber of Commerce.

In order to effectively teach the course and incorporate the recommendae
tions of the above Wentioned groups, the course has been divided into

three general areas of concentration.
(1) Business English and Speech

(2) Basic Arithmetic and Mathematics Review
(3) Retail Salesmanship and Merchandising

«32=




Business English and Speech - 8:30 - 10:30 a.m. 60 Hours Total

Thig course unit assumes that the trainee has been exposed to the
fundamentals of grammar in early school years. The objectives are to
ascertain the extent to which rebuilding is required and to orient the
swainss o the importance of proper word selection, pronunciation and
good sentence construction. Emphasis will be given to the comnonly
misspelled words encountered in sales work. MNeatness and good work
habits will be stressed throughout the course.

Speech development and voice control training, with special emphasis
being placed on the elimination of improper speech patterns. This

course unit is designed to "bring out" the trainee and help build up

his self-confidence so that he can perform as an effective and productive
galesperson,

Texts~=-Processes in Writing - Anderson and Womack

Basic Arithmetic and Math Review - 10:30 - 11:30 a.m. and 3:00 = }4:00 p.m.
60 Hours Total

This course unit is designed to strengthen the trainee's background in
the fundamentalsof arithmetic. Emphasis is placed on developing skill
in arithmetic so that the trainee will be able to handle the arithmetic
pioblems that are common to the retail salesperson!s job. Addition,
subtraction, multiplication, division, decimals, fractions, and per-
centsges and interest will be covered, Ample tests will be used.

Texts--Mathematics Skill Builder {Workbook) - South-Western
Publishing Co.

Lunch = 11:30 ~ 12:00

Resource Presentations = 12:C0 ~ 1:00 pame 30 Hours Total

This hour will be used each day during the training programn for guest
speakers who are experts in store personnel, telephone techniques, cash
register operation, personal grooming, etc. The Berkeley merchants
have established a speakers burean and will coordinate these speakers
with the salesmanship curriculum. In addition, this hour will be used
%o p: "nt instructional films and other audio-visual presentationse.

Retail Salesmanship and Merchandising - 1:00 - 3:00 p.m. 60 Hours Total

This course unit does a comprehensive job of covering retail salesmanship.
Extensive use will be made of "live" sales demonstrations. Traineey will
be reqrived to give many live sales demonstrations covering all aspects and
problems that might be encountered in real life sales situations. This
course unit has been divided into four major parts: Retailing and the
Salesperson, the Customer and the Product, the Selling Process, and

Job Relations and Performance.

Text :~~Successful Retail Salesmanship - Prentice-ilall, Inc.
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5AN DIEGO CITY COLLEGE

Masnpower Development and Training Act
Repraduction Typist 1-37.32

Summary of Project

1. General Information

1.1 Reproduction Typist - DOT Code 1=37.32

1.2 Ths first two sections will start January 7, 1963, and complete
on June 21, 1963. The second two sections will starv June 2k,
1963, and complete on December 6, 1963. Bach class will meet
30 houxs z week.

1.3 Each section will meet 720 hours. Both the length of course and
the nuwiber of hours per week were determined by the Advisory
Committee for Reproduction Typists in conjunction with the local
M4 Advisory Council. (See attached minutes of Heeting No. 1)

1,4 There will be four sections, with 25 students in each sectior.

1.5 Two sections will run concurrently. (See 1.2 for schedule)

1.6 San Diego Unified School District - San Diego City College.

The staff will include two part-time supervisors, three instructors
and one part-time secretary.

1.7 The courses are offered for unemployed persons referred by the
State Employment Service.

1.8 fThe program will be housed at the San Diego City College- Business
Building. Bungalow #25 (2L X 48) will be equipped and set aside
eight hours a day for the exclusive use of the program. A
standard classroom will be made available for four hours a day
for the English courses of the two sections.

1.9 None

N
o

Course Informaticn

201 See m-l

2.2 See Supplement tc Form OE L0OO

2.3 See MIT-1

5., Brief description of records wrich will be kept on trainee
progress. Records will be kept for the classes for Reproduction
Typistsand for each student in the prograns in the exact manner
and according to the standards established for all students in
the San Diego Junior Colleges. Students will be admitted,
officially registered and a class roster printed by the IBM
machine. On this roster the teacher will mark date of registra=-
tion and a day-by-day attendance record for the duration of inhe
training period. Othsy individual student records for the
purposes of the college include a student data card, identificae
tion card, health counseling card, monthly attendance card and
final grade card. The teacher will also record grades for each
gtudent on achievement tests, rate of progress, corpletion of
wnits of study, etc., as instruction proceeds. (see 2.5.3)
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2.5 List in topical outline form the major units or divisions of
the course indicating the approximate clock hours to be
assigned to each. The progran for Reproduction Typists con=
sists of three courses, each of whirh meets for wo hours per
day, 5 days per week for approximately 2l weeks in length.
Dagh traines admitied to the program would be required %o
register in 211 three courses, thus making a total trainirng
time of six hours per day or thirty hours per week for the
2l weeks.

These three courses are:

Course Numbsr and Title: English X23 - Engli sh for Heproduction
Typists

Course Description: Prerequisite: Admission to the program for
Reproduction Typists and concurrent enroll-
ment in Typing X33 and Business Practice X33

Spelling, vocabulary, punctuation, word division and other tasic
grammar review applicable to typing techuical material tec be
reproduced. Rules for layout of mathematical formulae and
familiarization with scientific symbols and Greek letters.
Mastery of proofreader symbols and editing directions,
Familiarity with commercial or government specifications
manuals and how to use them.

Course Number and Title: Typing X33 - Advanced Typing for
Reproduction

Course Dascription: Prerequisite: Admission to the progran for
Reproduct.ion Typists and soncurrent enroll-
ment in Business Practice X33 and English X23

Study and use of the IBM Executive typewriter. Speed and accuracy
drills on the alphabetic and numerical keybcerl, Rules for and
practice in msrgius, justification, page placement, tabulstion,
and other typing skills and techniques necessary for preparation
of teehnical matscial for reproduction.

Course Number ard Title: DBusiness Practice X33 - Office Practice
for Reproduction Typists

Course Description: Prerequisite: Admission to the program for
Reproduction Typists and concurrent enroll-
ment in Typing X33 and English X23.

Training and practice in typing layout and composition. Use of
a variety of materials and tools and limitations of each., Skill
in correction methods, rules for reducti-n in size cof copy,
inking, use of changeable type bars.

35w
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2.5,1 Identify the speci.ic skills that will oe developed in each
major unit or division of the course in terms of job require-
ments.

The course descriptions uritten above show that the three units are

R closely related to each other, For job requirements refersnce is
i made to the Departient ¢. Employment Suwmmary of Duties for Reproduc=
o tion Typist 1-37.32 "Plan, lay-out and type on Ixecutive Typewriter, |
— material to be reproduced Tor documents." & |

B The English and related instruction +ime will be devoted io rules and
Pamiliarization with all the technical knowledge vhich :mst be under-
3 stood and used in planning and lay-out.

. The Typing course instruction time will be used to learn the most
"8 important tool, the Exscutive Typewriter. Intensive drill for speed *,
and accuracy will be coibined with practice in applying the technical
i knowledge gained in the English course. 3

The Business Practice course will stress the application of the know-
. A ledge and skill gained in the other two courses to the actual
R preparation of reproducible documents. In this course the student
g will practice with the variety of tools, materials and methods used
in the occupation.

2.5.2 Identify the instructional materials, teaching aids, rew equip-
ment, etc., with the appropriate topic in the course outline.

The textibooks sbout vocabulary, word division, gramiar, a uell as

reference materials on symbols, Greek letters, government specifications, =
oS proofreading rules, etcs, will be used in the English class. This two 3
hours of dally instruction wiil take place in a standard classroom. g

The Typing class and the Business Practice class w211 both be given in
the typing laboratory, four hours daily. Special equipment consists
of typing tables grouped in fours to provide table work space, typing
chairs, and Executive Typewriters. -lany of the above naawed texts, as
wall as the typewriting books will be used in the Typing course, also
newsprint practice paper in quantity. For the Business Practice

SR course the additional specialized equipmeni such as changeable type
"8 bars, Tyopits, light boxes, etc., will be used as well as a variety
of small tools such as Rapidograph and Exacto knives. The special
S papers such as ledger, vellum, etc., are used in this course, also

many aids and correction supplies-~-snopake, artist aid, splicing tape, g
and backing sheets. R

2.5.3 Describe methods to be used in evaluating trainee progress and «
achievement~~names and types of tests to be used, etc. ’

8 Achievement tests and project assignments developed by the teacher
R will be given periodically to evaluate progress in nagtary of
techniques, skills, concepts, and job competency. Frequent timed
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writings will be scored for gains in typing speed and accuracy. As

these courses will all be taught by teachers with business experience
in the field they are teaching, evaluation of student progress can be :
maintained by observation and comparison with emplnyability standards. g

3. Instructor Information

3,1 (ne instructor, 20 hours per week, to teach two sections of
inglish X23. Two instructors, 20 hours per week, each to teach
Typing %33 and Business Practice X33.

3.2 Instructors must hold a regular General Secondary, Junior
College, or Spacial Secondary in Business Education (Bureau
of Business Education to determire type). Qualilications
should include a minimum of five years of experience in the
field of technical reproduction typing.

3,3 Each instructor will teach four hours a day, five days a week
for a total of twenty hours. The hourly rate will be $5.80,
which is the established City Schools rate for this type of

service,




5 A, W9

SAWYER SCHOOL OF BUSINESS
Manpower Development and Training Act (P. L. 87-415)

Training Plan Qutline
Stenographer

Gersral Informstion

1.1
1.2

1.3

1.9

Stenographer (Clesrical) DOT 1-37-12

One section to start approximately August 19, 1963, and end
approximately February 21, 196L.

The course is designed to cover an instructional period of

780 clock hours, 6 hours each day. This amount of time does
allow studerts a reasonable number of abgences due to iliness
er any obther excusable reason. However, it is desirable that
the student be in training the full time if at all possible.
The training time allotted for this course is in keeping with
our training standards which have besn developed through the
training and placement of many hundreds of students. Employer
satisfaction is a prime factor in our decision to provide this
amount of time for this course. Classes meet every day, five
days each week. Six hours per day is in keeping with the
standards set up by the training act and will fit into our
schedule,

One section of 25 students.

One section 25 students to start Monday, August 19, 1963, and
complete their training twenty-seven weeks later, February 21,
196k, Total elapsed time will be twenty-seven weeks which will
allow for twenty-six weeks of trainirg exclusive of holidays
on September 2, ILabor Day; November 28, Thanksgiving; December
o) and 25, Christmas; and January 1, New Year's Day.
Supervising agency will be the Sawyer School of Business, Mr.
Herricon Myers, Secretary-Treasurerj Mr. E. b. Green, Director,
as well as the instructors of ihe program.

The program is primarily intended for the retraining of
unemployed. However, in all cases, the Department of Ewploy-
ment, State of California, will dictate the class structure.
The training facilitiss for the proposed program are located
at 707 South Broadway, Los Angeles. Adequate quarters and
cquioment have hieen egtablished, and this new class wll
follc the class session which has just cempleted training

at this location.

None

Course Information

2.1

Tn order for us to accomplish cur final objective of attaining
a more than adequate typing speed in this intensive period of
allot=ed time, the prospective student preferably should have
a typing speed of at least 20 words per minute. Prereguigites
in other subjects have not been established. However, we feel
that the student should have completed high school or have

..38-




actained the equivalent of a high school education through
experience and/or study since high school. It is understandable
that the student with the best educational background will
achiegse the highest grades and be the best student .

2.2 See attached book ard gupply lists.

2.3 Qur objective is to provide the graduate with the required
dictation and transcription skills, as well as typing ability
and general office clerical krowlisdge that will qualify nim
for a stenographic position.

2,4 Daily attendance records will be kept along with all progress
reports and periodic tests which are given each student throughe
out his course of training. These records become a part of a
permanent £ile which is kept by the school.

2,5 Shorthand (80-100 wpn) 260 Hours
Typewriting (L45-60 wpm) 260 Hours
Business English (Spelling,

Vocabulary, Grammar, and
Punctuation Correspondence) 130 Hours
Office Machines and (lerical Practice 52 Hours
Office Behavior Personality Development 13 Hours
Filing and Indexing 26 Hours
Preduction Typing and Transc.iption
Practice 39 Hours
Total Hours 780 Hours

2.5.1 We strive to train the student to the point wlire he will
achieve a grade of "A" or "B" in all of the subjects
1isted. If he attains this proficiency, we feel that he
will more than satisfy the requirements of industry for
placement.,

Sawyer School makes it possible for each student to
maintain his typing speed and accuracy by attending
practice sessions ab the school for a reascnable length
of time prior to placement. There will be no charge
for this service,.

2.5.2 The instructional material and texis are, for the met
part, workbook-textbook combinations, lecture and visual
aids, as well as a series in grooming and personality
development by the staff of Caroline Leonetti.

2,5.3 Trainee program is evaluated by periodic tests as well as
daily participation in class. Tests used ars primarily
those issued by the book publishers as well as other
standardized tests.

3, Instruction Information

3.1 We feel that the equivalent of one full-time instructor will
be needed for training this section.

w3l
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3,2 State of California adult teaching credential is required as

3.3

a minimum credential in all cases. We select for instructors
those men or women who are well qualified through educational
background paying particular attention to job experience in
the field in which they will instruct.

Class instructor time will be six hours each day. The
instructor salary will be approximately $600.00 monthly.

=0




HUMPHREYS COLLEGE

Manpower Development and Training Act PL87-L15 .

Training Plan
4 Proposal for Program of Retraining Stenography

1,1 Occupational title and DT code for occupation reflecting course
content *
Stenographer. DOT code # 1 37 12.
1.2 Starting date an¢ completion date - all seciions:
Two sections are anticipated under this preposal.

First Section Second Sec*ion
Starting date: December 9, 1963 July 20, 1964
Ending date: July 8, 196L February 13, 1755

1.3 Length of course in clock hours:
910 PFor schedule of hours of instruction and distribution
of hours among subjects, please see schedules attached.
Indicate how the length of the course was determined: ‘

. The length of time was determined by computing the number of
hours 2f concentrated effort usually spent, in occupationally
essential subject matter, by an average student of stenography
and aliied subjects in the public junior colleges of California.

in broad subject groups these hours are as follows:

Clock Hours g

Stenography to 100 wpm including transcription Loo 5
Typing and office practice 260
Commnications (English; Letter Writing,

Telephone, Meeting Callers, Speech,

Personality Development) ' 150
Mathematics - Records - Machines 100

910

Tndicate how the specific numker of hours pexr week was determined:
The educauionzl weck was determined by using a "workweekh
slightly less than the usual workweeX in actual employment
practice, in this occupation, in this community. The slight
reduction in gross hours makes the program more compatible
with normal schedule of hours used in this ingtitution and
eliminatez rescheculing of automatic bell schedules. .
1.y Total Number of Sections -- Number of separate groups of trainees
which will be given the training course content. :
This Training Plan is planned for two ssctioas of 20 trainees
each, the second section following when the first is completed.
1.5 Schedule of Sections - indicate the proposed beginning and ending
date for each section:

FMrat Section Second Section
Starting date; December §, 1963 July 20, 1964
Bndirg Dobo: July 8, 196h February 13, 1965

i
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The schedule above anticipates two sections in this proposal.
There is no problem of overlapping sections or conflict of
vacation days involved since the secticms are consecutive.

Dates of regularly scheduled sc .ol closures affacting this program

and expagted io occur during a2 training courss sechion should be

identified with the zppropriate secti.c;; in the schedules

Dates of regularly scheduled school closure affecting the program:--

Vacationg;

First Section Second Section

Christmas recess 12/23/63 - 1/3/6L Lebor Day 9/7/6L

Good Friday 3/27/6L4 Veterans Day 11/11/6l

Easter-Spring recess 3/30/6L - 3/31/Ali Thanksgiving 11/26/6L and

(Last day of instruction 7/8/6hL) 11/27/6L
Christmas recess 12/21/6l -

A1l dates are inclusive. 1/1/65
{Last date of instruction -

2/13/65)

1,6 Name of asgency which will give immediate supervision to the ‘course,

and extent of such supervision including number of staff, etc.

1. Humphreys College: Oupervisor -- J. D. Ccllum, Dean of Instruc~
tion; Perneice Neugebauer, Supervising
Instructor
2. State Department of Education; by staff members appointed by
that ageicy,

2.7 Statement as to whether the proposed course is intended for emplcyed
or underemployed persons, and the expected ratio if mixed.
The course of study as proposed is intended for uremployed only.
1.8 (a) Name, lcecation and description of space to be utilized for
this course, (b) equipment available, and (c) list of equipment
proposed for purchase showing unit cost for each proposed item:

(a) It is intended that the instruction described herein be
conducted in the college facilities located in dowmtown
Stockton, California, at 108 N, Califorania Street in rooms
to be assigned by the College Administration.

{b) Tlere are adequate ranvel and electric typewriters, transe
cribing machines, and business machines available in the
college at this time.

(¢) List of equipment pronossd to be purchased: None.

1.9 Description and sstimate’ cost of minor remodeiing, if any.
None ‘

2. Courpe Infovmabior

2,1 Statement of trainee educational-background and/or previous experience,
Prevequisite to enrollient in or cuccessful comg.ietion of the course.

wilog s
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Approximately 6L% of the group have high schocl diplomas, and
another 18% nas at least one year of college. The remaiming
184 had not finished the liun grads.

Mast of the potential trainesg have voC vbional expsrience in
clerical fields relasted to stencgrephy; however, their lack
of stenographic skills mskes adeguate placement service
extremely difficult,

2.2 1list of reference books, manuals, textbooks to be used by trainees,
and of visual or cther instructional alds.

For a list of textbooks and manuals to be used by each traines,
please see the complete list of reguired books and supplies
attached to this training plan.

Reference books which are required sccasionally are available
in the college library.

This training plan anticipates extensive use of audie .visual
materials in the learning of shorthand and typing. These
materials include the use of an extensive library of recorded
graded dictation. These mterials are available in the
library of the college and are available as required ty the
trainees.

Much of recorded dictation used is planned to accommodate the
individeal differences in ability and capacity to study which
normally occur in every training group. In order to accommodate
this edusational need, the college has numerous listening
stations in the library which are able to select for each
student materiuzl appropriate for his level of learning, even
though several levels may be represented in the class. The
students use earphones, and tha coilege requires each student
to own his own earphone and jack {a very small deviea) which
he carries with him and plugs into whichever listening jack
ie gqvailzble when it is his turn to study this material in
the college library.

Machine transcription (transcribing from various dictating
machines) is an aspect of this training plan. The college
has adequate machines and materials for tkis instruction.
The training materials are part of the college library and
are used by students as required.

The vriting of letters, ordars, and reporis from broad instruc-
tions (at an elementary level) is an aspect of this course.
This instruciion requires information concerning the letvters

or reports to be written. This informatiun is a part of the
collepe library aud is used by students as requirec.
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Except for the explanations above, zach student is required to
have the books and supplies mentionzd in the book 1list actached,
In addition t- the materials mentioned in the book list attached
and sbove, the student will find constunt use for th: numerous
materials in the college library, These materials, however, are
not further described or detailed herein.

2.3 Standards of performance expected ab coufae completion such as
w45 wpm in manuseript typing," *guided bend welding test," ete.

1. Shorthand: A&bility fo take from dictation of a difficulby
level of 1.2 syllabic intensity, 100 wpm and transcripiion
rate of 20 wpm in mailable quelity. 10% allowauce for errors.

2. In machine transcription, abilibty to transcribe from machins
transeription at a rate of 20 wpm for 5 minutes with an errvor
allowance of 10Z.

3., In letter writing: Ability to answer "acceptably" a letter of
uncomplicated difficulty from scurce document letter and broad
instructions given to the candidste in dictation.

Lo Typing: Abil'ty to type for five minutes at a rate of 50 wpm
under International Typing Contest Rules with a limit of 1.5
errors pe:r minute.

5, Machine Operation: Ability %o add or otherwise operate adding
machines at a rate of 100 spm. Ability to demonstrate acsceptadly
& lmowledge of usual machine calculation fundamentals on each
machine studied (10-key and fuli~keyboard adding machines).

6. Office practice: Ability to produce from copy: statistical
reports, 3:-tters, or business forms at a speed equivalent to
20 net words per minute including set=up time.

2.4 Brief degcription of records which will be kept on trainee prigress.

1. Attendance records will be kepb throughout entire training
period showing fact of attendance with notations of tardiness
if any.

2, Exaninations »ill be given and recovded every two weeks in every
major subject in terms of evaluation standards mentioned abova.

3, FRecords of finzl grades in every major subject will be recorded
in permanent recerds.

‘4. Records of supplies and tuition used will be kept for a2 period

of three years,

5. Progress reports every two weeks showing relative amount of
training objsctive completed in the opinion of the instTusvors
together with an evaluation of the quality of work as Judged
by instructors.

2,5 list in topical outline form the major units or division for the
course indisating the approximate clock hours to be davoted to esach:

Siensgraphy 1o 160 apm including treanscription 400 Hours
Typing and office practice 260
Comrmnications \Snglish, Letier Writing,

Telephone, iseting Callers, Speech.

Personalty Dovelopment ) 150
Mathenatlics - [esords ~ Machines 10

g PO 910

AL | o AR 3T S L p—— T o ottt e A St 5 K. - e " —q— s
= o &3




Voo R N N " - . » - . e e
Admer L WG a2 P PG by Pk vy WORRRERE - i ot MR iy N

2.5.1 Identify the specific skills that will be developed in each major
unit or division of the course in terms of job requirements.

A. Stenography:
6 weeks 60 wpn on graded materials studied thus far in Gregg
Shorthand theory.
10 weeks 70 wpm on graded materials in second half Gregg theory.
18 weeks 80 wpn read=back test 1.0 SI difficulty.
22 weeks 90 wpm read~baek test 1.1 SI difficulty.
28 weeks 100 wpn read-back test 1.2 SI difficuliy.

B. Typing: _
& weeks 25 wpm 5 minute test
10 weeks 35 wpm 5 minute test
20 weeks L5 wpm 5 minute test
2l weeks 5C wpn 5 minute test
28 weeks 50 wpm 10 minute test

C. Machine transcription Completion tests as required by
instructor.
Business machine operation Finish tests as required by
instructor.
Record keeping Conpletion tests as required by
instructor.
0ffice practice Completion tesis as required by
instructor.
Commmications Corpletion tests as required by
instrustor.
Business mathematics Completion tests ag required by
instructor.,
Duplicating mmchines Compleiion tests as required ©y
ingtructor.

2,5,2 Identify the instructional meveri is, teach g aids, new equipment,
etc., with the apr opriate topic in the course outline.

A. No new equipment is required.
B. Electronic transcriptions from the litrary of the ccllege will
be uged in the teaching of typing and shorthard at all levels.,
O, The ioxbs merblioned in the textbouk lizh previougly have been
identified with the appropriate subject fields oy thair titles,
D. Business machines required in the teaching of machinss will be
used as required. Specifically this course anticipates instruc-
tion in the following machines:
1. Machine transcription on . least two different types
of transcription egquipment.
2. DuplicaSors: spirit and stencii.
3. Adding machines: Touca system on 10-kay adding machines;
correct procedure on fuli-keyboard adding machineg,
Practice in applying thess simple machines to practical
problems.
L. EBlactric and manual fypesriters will be used.
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2.5.3. Describe methods to be used in evaluation of trainse progress and
achievement--give names and types of tests to be used, etc.

A. Shorthand tests will be selected from those published pericdi-
cally by the Gregg Pubiishing Compeny and will be reclasgified
for syllabic intensity and measured in "standard words" per
minute., Shorthand ests to measure speed will be 5 mimutes.

B. Typing tests will measure speed according vo International
Typing Contest Rules.

C. Tests on other subjects will be measured by tests prepared by
instructors or selected for efiicisncy from company or
industrial tests or from standard tests when available.

3. Instractor Information

3,1 Identify the number and titles of instructional perscanel required
and show the expected full-tims equivalency of each.

There will be assigred to each section the equivalent of one fulle-
time instructor. Each such instructor will be assigned a usual
proportion of administrative time for record keep.ng, testing,
library service and other usual administrative services.

3.2 Iist the minimum acceptable instructor gualifications in terms of
formal education apd previous occupational experience.

A1l instructors will meet requirements of and be approved vy e
State Departiment of Education,bureau of Readjustment Education;ia
accordance with standards in the California Administrative Cada.

3.3 Indicate the hours per day for each instructor, ine anticipated
salary or wage on the basis of hourily rate, and total cost. Give
statement justifiring salary to be paid,

Salary of instructors will be in accordance with requiremznts of
State Department of Education standards as meutioned above,
Teachers will be paid salaries equal to or greater than lccal
public school minimums.




SCHEDULE

DISTRIBUTION OF HOURS CF INSTRUCTION

Stenography

Bregg Shorthand Theory
Dictaticn (new material)
Trangeription

Speed development

Typing and office practice

Typing speed development
Office practice

_Communications

English (including word study,
spelling)

Letter Writing

Telephone--meeting callers

Speech-~personality development

Filing

Mathematicg, records, machines
Business Arithmetic

. Business j\ecords
Business ilachines

TOTAL

ljT

133
&7

133

100
160

100

10
10
15

25
40

400

260

150

100

910
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SCHEDUILE 11
DAILY SCHEDULE OF INSTRUCTION

Minutes of
Period Time of Day Instruction Subjects of Study
1. 8:55 to 9:45% 50 Shorthand Theory - Farst 10 weeks
- Dictation - Lagt 18 weeks
2. 9:50 to 10:45% 50 Ooffice Practice - First 2 weeks
Shorthiand speed development - 26 weeks
3,  10:50 to 11:35 50 English, Spelling and Letter Writing
L. 11:35 to 12:25 50 Arithmetic (25 hours) Filing (15 hours)
Records (35 hours)
Telephone (10 hours) Personality (10 hours )
Typing (20 hours)
S 12:25 to 1:00 35 Lunch period
6. 1:00 to 1:50 50 Office Practice - First 2 weeks
Shorthand theory = Second 8 weeks
Shorthand Speed - Last 18 weeks
To 1:55 to 2:L5 50 Machine - First 10 weeks
Transcription - Last 18 weeks
8. 2:50 to 3:h0x 50 Office Practice
9. 3:40 to L:20 50 Typing Speed

l1:20 instructional day ends.

#Five minute rest periods at these points; these may be accumulated to provide
a single but longer "coffee break" morning and/or afternocn.

Net instructional hours per day in above program 6 hours 30 minutes rest 20m

Yet instructional hours per week above program 32 30 100m
Net instructional hours per course above program 910 0 L6 2/3h

Nunmber of weeks in course above--28 weeks (140 instructional days).

B
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SCHEDULE III

SCHEDULE CF SURJECTS BY WEEKS

. Week Number
Time Subject 13 £ 7 9 11 13 15 17 19 21 23 25 27  Period
2 L % 8 10 12 1 16 18 20 22 24 26 28 Number

8:55 Shorthand Theo X X X X X X X X X X
Dictation IXXYXXXXXXX{£ZXXXXXX

9:50 Office Pract. X X
Shorthand Speed I YXXXXXXXXXLIXXXXAXXZXIXXXXXX

10:50 English and
Spelling XXXXXXXEXEXXXXXYEXXXXXXXXXX
Letterwriting iXZX

11:35 Arithmetic XXXXAX
Records XXXXX
Filing
Speech
Telephone
Personality :
Typing XXX IiXX

12:25 Lunch Period

1:00 Office Pract.
Shorthand
Theory XXXXXXXX
Speed TXXXIXXXXXXXXXXXZZX

1:55 Machines XXXXXXXXXX
Transeription YXXXXXXXXXZXXXZXXX

2:50 Office Pract. IXXXXXXXXXXXXXXXXXXXXXXXXXXh
3:40 Typing IXXYXXXXXXXXXXXXXXXXXXXXXXXX
l:20 Instruction ends.

X'g show weeks in which instruction in subject

indicated is to be given. 1 "X" = approximately

} 1/6 .« s of instruction, Total instructional

hours 9lu; total weeks 28; hours per day 6:30;
hours per week 2530,




HEALD COLIEGE
Manpower Development apd Training Act PL 87-415
Training Plan

Stenographer

1. General Information

1.1 Occupational Title and DOT Code: Basic Stenocgraphers DOT
Code #1 37 12

1.2 Starting Date and Completion Date: September 30, 1963, through
April 10, 1564

1.3 Length of Course: 7 hours per day, 5 days per week for 26 wseks
for a total of 910 clock hours., The course
was developed in terms of the existing instruce
$£ional hours of concentrated efforts spent in
our precent Stenographic Gourse. The number of
hours per week wers determined from the
suggested number of weeks given to us by the
Board of Education and our present Manpower
Basic Stenographic Course.

1.L, Total Number of Sections: Continucus sections of from 35 to L0
trainees for 23 long as there 18 a

demand’ for this type of training.

1.5 Schedule of Secticns: The first secticn starting on Monday,
September 30, 1953,

First Section to starl and end: September 30, 1963, through
April 10, 196L

The dates of the Cnlilege's regular
scheduled vacation are:

Thanksgiving Vacation: Thursday
and Friday, Novenber 28 and 29

Curistmas Vacation: December 23,
1963, through January 1, 196k

Good Friday: Friday, March 27

1.6 Name of Agency Supervising Course:
Heald Business College, 92l Nimth Street, Sacramento 14, California
1.7 It is intended that only unemployed persons referred by the
Galifornia Department of Employment will be enrolied in the course.

“50““
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1.8 The instruction of classes will be conducted in the college
facilities located at 92l Ninth Street, Sscramento, California.

1.9 No minor rewodeling will be vequired.

2. Course Informatica

2.1 The California State Depectment of Employment will screen and
select students for referrzl to this course.

2.2 TFor a i’ of textbooks and supplies to be us=d by each trainee,
please see the complete list of required books and supplies
attached to this training plan.

ieference btooks which are required occasionally are available in
the college library.

This training plan anticipates the use of dictation tapes and
dictation records i:. the learning of shorthand, in addition to
regular clagsroom instruction. These materials include the use
oZ an extensive library of recorded dictation. These materials e
are available, as required by the trainees, at the college. Wuch
of the recorded dictation used is planned to accomuodate the
individual differences in ability aad capscity to study which
normz2lly occur in every training group. Iu order to accommodate
this educaticnal need, the college has at its disposal tape
recorders and dictated material at different levels of speed to
accommodate each student!s needs.

Bxeept for the explanation above, each student is rsquired to have
the books and supplies mentioned in the bosk list attached.

2.3 Standards of performance expected at course completion are:
1. Shorthand: Ability to take from dictation of a difficult
level of 1.2 syllabic intensity, 100 wpm and transcription -
at a rate of 25 wpm in mailable quality.

2. Machine transcription: Ability to transeribe from machine
transcription at a rate of 25 wpm for 5 minutes with an error
allowance of 10%.

3. letter writing: Ability to answer "mailable" letters of
adjustment, credit, collection, sales, and purchases.

i, Typing: Ability to type 3 five-minute timed writings at a
rate of 55 wpm with 3 errors or less and the ability to type
3 ten~minute timed writings at the rate of 55 wpm with 5
errors or less.

Business Mathematics. 52#% clock hours:
® Review of the use of numuwrs, fractions, decimals, percentage,

jnterest, discounts, drills in short cuts in figuring, drills
in rapid calculation,

~51-




Secreterial pccounting - £22 slock hours:

The Fandamentale of boowkeeping with the study of the bookkseping
cycle and payroll accounting, worksheet, financial statements,
specialized journzls, and tax records.

Business Machines ~ L5 clock hours:

Instruchion and pracoice o1 futl Keywboard and ten-key adding
machines, rotary end key-driven calculators. Ability to operate
these machines with proficiency.

gfrice Practice - 22% clock hours:

Duiies of handliwy eleshone criis, incowing and outgding mail,

proper attl

tudes o empioyers and fellow workers, personal

appsarance and cleanliness, sffice manners, skill in job
hunting, etc.

Shorthand ~ 328 3/l hours:

6 weeks 60 wpm on graded material studied thus far in Gregg
Shorthand theory. :
10 weeks 70 wpm on graded materials in second half of Gregg
Shorthand theery.
15 weeks 80 wpm on 5-minute takes of difficult,new material
20 weeks 50 wpm on S-minute takes of difiicult, new material

26 weeks 100 to 110 wpm on S-mimute takes of difficult,
new material

Typing - 243 3/l clock hours:

L weexs 25 wpm S-ininute test

8 weeks 35 wpm Seminute test
16 weeks LS wpm Seminute test
20 weeks 50 wpm Semimte test
2Ly weeks 85 wpm Seminubte test
26 weeks 55 wom l0-minute test

. Machine Operation: Ability to operate scding machines, includ-
ing full key-boards, ten-keys, and rotary calculators with
proficiency.

6. Office Practice: Ability to produce from copy: sbatistical
réports, lefters; or business forms at a speed equivaient to
25 wet words per minute including set-up time. This course
also teaches the proper attitudes to eiployer and fellow
employees, personal appearance and cleanliness, skill in job
hunting~--applications, letters, interviews, recomeendations,
tests, handling incoming and outgoing mail, telephone
techniques, etcs *

2.l Attendance records and progress reports will be kept as follows:

1. Attendance records will be kept throughout the entire training
period showing attendance with notations of tardiness, if any.

52w



2. Examinations will be given and recorded in every major subject
in terms of evaluation standards mentioned above,

3. Records of final -rades in every major subject will be
recorded in permanent records.

L. Records of supplies and tuition used will be sept as a
permanent record,

5. Progress reports every final school day of each month showing
relative amount of training objective completed in the opinion
of the instructors together with an evaluation of the quality
of work as judged by instructors.

2.5 Course Outline:

Business English - 90 clock hours:

English composition, sentence structure, principles of grammar,
drills to correct coimon errors in written and spoken English.
Punctuation, business letters, special business foriis, copy and
form letters. Practice in writing letters of adjustment, credit,
collection, sales and purchase letters.

Vocabulary Building and Spelling - 52+ clock hours:

A study of the spelling, pronunciation, syllabication, and meaning
of words, with special reference to those likely to be used in
business; vocabulary building, abbreviations,

Filing and Indexing - 222 clock hours:
Preparation of material, sorting, indexing, filing. Instruction
in alphabetical, subject, geographical and numerica. filing.

2.5.2 The texts mentioned in the textbook list have been identified with
the a-propriate subject fields by their titles. Business machines
required in the teaching of machines will be proviced. Specifi-
cally this course anticipates instruction in the following machines:

1. Machine transcription on at least two different types of
transcription machines.,

2. Duplicators: Spirit and stencil

3. adding machines: Touch system on ten-key adding machines;
rotary calculators, full key~boards, and key-driven calculators.
Practice in applying these simple machines to practical
problems,

. Flectric and manual typewriters will be used.

2.5.3 a. Shorthand tests will be selected froin those published
periodically by the Gregg Publishing Company and will be
reclassified for syllabic intensity and measured in "standard
words" per minute. Shorthand tests to measure speed will be
5 minutes.

~53-
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b. Typing tests will measure speed according to International
Typing Contest Rules.

c. Tests on other asubjects will be measured by tests prepared by

the instructors or selected for efficiency frow company or
from gtandard tegts when availiable.

Je s ViR W Wmla

3. Instructor Information

3.1 Gene Tarr, Eleanor Kenealy, Elta Langbehn, Lena Webker, Harold
Sutley, Grace D, Heath, Howbert Bonnett

3.2 All iustructors meet requirements and are approved by the State
Department; of Bducation, Bureau of Readjustment Education in
accordane: with standards in the California Administrative Code.

Gene Tarr - General Pupil Personnel Services and Secondary
Administrative Credential, General Secondary and Life

v Howbert Bonnett - General Secondary, Life

Y Eleanor Kenealy - Certificate issued by NACBS for typing subjects
f El%a Iangbehn - Provisional, general

;: s .‘ Lena Webber - General Elementary

Harold Sutley -~ Life Cervificate - Kansas

I 4

Grace D. Heath - Life Certificate issued by Sacramsnto County

Sy
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SOTHEDULE I

s

Distribution of Hourg of Instruction

Typing, Developrent and Advanced

Shorthand Theory

Shorthand Speed Dzveloprent and Dictation

Business Mathematics

Secretarial Accounting

Filing and lndexing

3pelling and Vocalulary Building

Business English, including Business Correspondence

Office Practice, Personality Development and
Haman Behavior

Rusiness Machines

Total

Q

55w
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150 hours
178 3/4 hours
52 1/2 hours
52 1/2 hours
22 1/2 hours
52 1/2 hours

g0 hours
22 1/2 hours
L5 hours
910 hours
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SCHEDULE I1

Daily and Weekly Schedule of Instruction

Time of Day Minutes of Instruction Subjects of Study Weeks
8:00 to 9:15 75 Shorthand I 8
75 Snorthand II [
72 Shorthand II (Speedbuilding) 21
9:15 to 10:00 L5 Typing I 9
L5 Typing II 6
L5 Typing III 11
10:00 to 10:45 L5 Business Machines 12
L5 Business Mathematics il
10:45 to 11:30 45 Filing and Indexing 6
L5 Spelling and Vocabulary Building 1k ,
L5 Office Procedures 6
11:30 to 12:00 30 Noon Hour
12:00 to 1:30 90 Business English 12
90 Secretaricl Accounting 7
g0 Typing IV 1
1:30 to 2:15 5 Shorthand I 8
L5 Shorthand II 7
L5 Shorthand III (Dictation) 11
2:15 to 3:30 75 Typing I g
(L] Production Typing 6
75 Shorthand Transcription 11
10-minute rest periods will be at 10:00 a.m. and at 1:30 p.m.
% ¢
Net instructional hours per day in above prcgram 7 hours, rest: 20 Min.
Net instractional hours per week in above program 35 hours, rest: 100 Min.

Net instructional hours per course in above program 910 hours, rest:
i3 howrs, 20 min.

Murbsr of weeks in above course 26 weeks
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EXCERPTS FROM
REPRESENTATIVE TRAINING PLANS

, Excerpts from training plane developed by various training
T8 agencies throughout California are presented in this section. These

excerpts are a random Selection of business asgucation projects that

' ave been conducted under the Manpower Development and Training Act,

s ol

A
%
-

. At the top of the page of each excerpt is a list of the course
requirements taken from the MDF~1 and for which the training plan 3

was developed.

The examples which follow are not complete training plans, but
do show the programming and time blocks that were developed for

training in several different occupations.

The training plan excerpts presented in the remainder of this
section are meant to supplement the preceding complete; training
plans. In this way, it is possible to provide a wide variety of

examples without making the publication wnwieldy.
The reader is referred to the foregoing complete plans for

assistance in developing training plans for MDTA projects for use
by his own training agency.

. -
~58-
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REPRODUCTION TYPIST TRAINING PLAN

(Excerpt)

The Course Objective is to give the student the basic entry requirenents
To plan, lay-out and type material to be reproduced for documents. This
training with experience on the job will prepare him for the journeyma
level of reproduction typist.

The duties of this employse will be: to copy data for reproduction from
technical mamuscrizt using executive electric typewriter, set up type~
writer to type according to customer requirements and type copy following
proofreader symbols and editing directions. May be required to justify
copy using a marginator or by hand; may be required to layeout and plan

a gamera-ready reproduction page.

The reproductinr typist will use the executive electric typowriter and
may use the marginator.

SEPARATE SUBJECTS
(Total Hours 720)

Typing - Complete typing program in two phases.
Phase 1: Speed building to reach required speeds for reproduction typing,
Phase 2: I.B.M. Executive, statistical and justification typing to be
used for reproduction.
Phase 1: 120 hours; Phase 2: 24O hours; Total: 360 hours

General Office Practice - College Level of General Office Practice,
complete Workbook of subject matter covering all phases of general
of fice work to familiarize the student with the proper procedure in
doing rarious jobs.

L 60 hours

~ Secretarial Office Practice - A continuance of General Office Practice
' covering srbject matter in workbook form on a more advanced level.

60 hours

English - Businessman's English on a college level covering sentence
structure and proper usage.

120 hours

Spelling - Spelling on a college level covering 18 industries and
tecimical knowledge used to familiarize the student with words and
phrases.

120 hours

~59=
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MDTA CLERK-TYPIST OCCUPATIONAL PROGRAM

(Excerpt)

Objective

To improve and expand the skiils and abilities of the marginally
qualified worker by providing instruction and supepvised practice
in a variety of skills such as typing, of fice machines, cuplicating
machines, and other skills.

Procecdures

The training program is set up for 6 hours of instruction per day, 5
days per week, for a total of 780 clock hours. The instructional
material is organized to develop skill in the use of typewriters
(min. rate of i5 wpm), office iachines, including transcription
machines, duplicating machines, calculators and listing machines,
and to learn basic methods of filing. English, business mathematics,
business record keeping, office practices and procedures, and human
relations will be integrated into all parts of the training program,

Records will be kept on each individuval student through a process of
regular speed and accuracy tests which will be kept in progress check
form. There will also be regular test in the fundamentals of commni-
cation and arithmetical processes that will be recorded on individual
student records. Personal evaluation of the instructor will also be
used, Attendance procedures will be stricily enforced.

Course Qutline Hours
Typing 260
Business English 130
Office Machines and Business Arithmetic - 130
Business Record Keeping 78
Office Relations and Personality Developrent 52
General Office Practice 130

Total How's Z___O__i?_

=01=
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CLER¥.STE.JOGRAPHER TRAINING PLAN
(Excerpt)

Objective

Acquire ability to type st lesst 50 wpm, o take shorthand at 80 wpm, to
use the calculator and ohficr sbandard business machines, to acquire
knowledge of standard office practices and form letiers, learn to main-

a2 TRt TR mle

tain records and files, requiring knowledge of business math and BHgLisSie

Procedures

The training program is set up for 7 hours per day, five days per week for
a2 period of 26 weeks. The instructional material is organized to develop
skill in the use of typewriters, office machines, including transcribing
machines, duplicating machines, calculator machines, to acquire skiil in
taking dictation ard in transcription, and to learn basic methods of
filing, English, basic and business mathematics, record keeping, office
procedures will be integrated into all parts of the training program.

In the beginning stages of training, careful screening will be done %o
ascertain that only those with employment possibilities will continue

in training. The program will use monthly progress reporis, regular
testing in ail phases and subject material, personal evaluation by the
instructors and certificates for employment for those who have achieved
satisfacicry proficiency.,

Jourse Qutline ' Houxs

e

Office Skills

Typing 260
Shorthand 260
. Dupli.cating Machines 13 )
Calculating Machines 26
Transcribing Machines 13
Filing 26
Basic Orientation to the Area of General Business and
Business English 10y
Gereral Office Procedures 39
Development of Improved and More Bffective Speech Habits,
Spelling and Vocabulary 26
Business Lotter and Report Writing 52
Personality Development and Human Relations 39
Arithmetical Skills Tncluding Record Keeping 52

63~ Total Hours :_2__1_9
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SECRETARY (MEDICAL) TRAINING PLAN
(Excerpt)

Cvjective

To provide the trainee with a knowledge of terminology and with the
basic skills necegsary to meet the secretarial requirements of the
medical profession. Entry job requirements for special sizills, as
determined by California State Department of Employment, will be met.

Procedurss \

The class will meet 6 hours a day, 5 daye a week for 2l weeks, This
provides for 720 hours of instruction, which was the period the
advisory committee considered necessary to meet employment standards.

Course QOutline

Medical Secretarial Fundamentals 2 hours 2zily, 8:00 - 9:50

A survey of anatomy and phrciology; origin, meaning and appli=
cation of medical *erminology; interpretation of medical records
and forms, including insurance; ethics, legal aspecis, personal
conduct, interdepartiiental relations; and public relations,

e Advanced Medical Typing 1 hour daily, 10:00 ~ 11:50

Speed and accuracy drills, training and practice in typing
technicel materisl containing difficult medical terminology,
preparation of medical reports, articles, case histories;
an¢ correspondence. Study and use of the IBM BExecutive

\/\ Typewriter.
v English for Medical Secretaries 1 hour MW F, 11:00 = 11:50

N Review of basic grammar, sentence construction, capitalization
48 and munctuation. Pronunciation, spelling and definition of
' medical vocabulary., Composition of routine correspondencee

> Medical Secretarial Practice 1 hour T TH, 11:00 - 11:50
1 2 hours daily, 1:00 - 2:50

Study of shorthand outlines for medical terminology. Developnent
of siill in writing and transcribing dictation of medical reports,
artizles, case histories, and correspondence. Intensive practice
in transeribing medical dictation from machines. Review of

£iling principles and systeme - and stencil and liquid duplicating

processes.
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STENOGRAPHER TRAINING PLAN

(Excerpt)

Standards of performance expected at course completion are:

1. Shorthand: Ability to take from dictation of a difficult level of

1.2 syllabic intensity, 100 wpm and transcription at

* & _ _

a rate of 25

2, Machine Trenscription: Ability to transcribe from machine trane
scription at the rate of 25 wpm for 5 minutes with an error allowance

of 1.

3. Letter Writing: Ability to answer "mailable!" letters of adjustment,

credit, collection, sales, and purchases.

L. Typing: Ability to type 3 five-minute timed writings at a rate of
55 wpm with 3 errors or less and the ability to type 3 ten-minute

timed writings at the rate of 55 wpm with 5 errors or less.

g, Machine Operation: Ability to operate adding machines including
full key-boards, ten-keys, and rotary calculators with proficiency.

6. Office Practice: Ability to produce from copy: statistical reports,
letters, or business forus at a speed equivalens to 25 net words per
minute including set-up time. This course also teaches the proper
attitudes to employer and fellow employees, personal appearance and
cleanliness, skill in job hunting--applications, letters, interviews,
recommendations, tests, handling incoming and outgoing mail, telephone

techniques, etc,

Course Outline

Shorthand Theory

Shorthand Speed Development and Dictation

Typing, Development and Advanced

Businesc Mathematics

Business Machines

Secretarial Accounting

Filing and Indexing

Office Practice

Business English, including Business Correspondence
Spelling and Vocabulary Building

Personality Development and Human Behavior
Total Hours

Hours

160

1623

1973
60
30
60
30
30
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_ STENOGRAPHER TRAINING PLAN
3 (Excerpt)

Qbjective

The objective of the course is to prepare trainess to successfully perform
the stenographic tasks that are usually a part of the opsration of a

S business office. Entry job requirements for specific skills, as deter-
mined by California State Department of Employment, will be met, A

:’ minimwn typing rate of 90 net words per minute on a five-minute test

and a dictstion speed of 100 words per minute should be achieved by
trainees on the completion of this ccurse. Standards for the course

units in accordance with junior college levels of achievement are to

be followed.

Procedures

I
i

The class will mest 6 hours per day, 5 days per week for 28 weeks totaling
T 840 hours in class with an additional 280 hours (2 hours per day, 5 days
per week for 28 weeks) for outside preparation. This schedule was deter-
mined after reviewing the job requirements and developing the course in
terms of existing junior college inmstructional standurds.

Course Qutline (see following diagran) Hours
Shorthand 210
. Shorthand Laboratory for doing shorthand text
1 assignments from the tape recorder 70
=7 Shorthand Transcription for transcribing material
3 dictated in shorthand class 30
: Typewriting coordinated the last 12 weeks with units
. on machine transcription, duplicating and copying 180
o Business English, Spelling, and Vocabulary Building 70
- Business Mathematics using programmed instruction
| and Business Machines 90
Secretarial Record Keeping | . 90
Filing 30
Office and Sscretarial Practice _10
Total Hours 8L:0

69~
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STENOGRAPHEF, TRAINING PLAN

(Zxcerpt)

Objective

The objective of the course is o prepare trainees to successfully
perform the stenographic tasks that are usually a part of the operation
of a business office. Entry job requirements for specific skills, as
dstermined by California State Department of Employment, will be met.

A minimam typing rate of LS net words per minute on a five minute test
and a dictation speed of 00 words per minute should be achieved by
trainces.

Procedures

This class will meet 6 hours per day, 5 days per week for 26 weeks
totaling 780 hours in class with an additional 260 hours (2 hours
per day, 5 days per week for 20 weeks for outside preparation. This
schedule was determined after reviewing the job requirements and
developing the course in terms of existing instructional standards.

Course Outline Hours

Shorthand coordinated with units of spelling;
business vocabulary, and business English 260

Shorthand Laboratory for doing shorthand text

agsignmente from the tape recorder 65

vl--.bcu'w..

Typewriting coordinated the last 12 weeks with units on

machine transcription, duplicating and copying 195

Business Mathematics using programmed instruction and
Business Machines g0
Secretarial Record Keeping 90
Filing 20
Office and Secretarlal Practice _6o
Total Hours 780
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SECRETARY (CLERICAL) TRAINING PIAN
(Excerpt)

Objective
nf

Acquire ability tc type at least 60 wpm, shorthand 10C wpm, use o2
caleulators and other standard business machines, knowledge of
standard office procedures and form letters, maintain records and
files, interviewing technpiques, btusiness math and Epglish, acquaintance
with accounting and dz2ta processing.

. Procedures
. . This course for training secretaries is 840 hours in duration. This
-4 class will meet seven hours per day, five days per week for twenty~four
Foiols weeks. The total number of hours is the sum of the hours of instruc-
g tion neaded to c omplete the major units as listed in the course outline.
/ Course (utline Hours
Typing I 120
j"-‘r Typing I¥ (Businsss Correspendence and Transcription) 120
. Shorthand I 130
1 Shorthand II 130
z Business English 120
/j Human Reliations in Business 110
_: Office Machires T
‘ Business Mathematics _ko
/. f Total Hours __8_, 0
ey
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SALESPERSON
(Department and Specialty Stores)

Training Pian

(Excerpt)
Training Objectives:
Displaying merchundise Making out credit slips and
Maintaining stock arranging for delivery
Marking merchandise Customer relaticns
Making the sale Business grammar
Making change Basic arithmetic
Handling monew Store grooming

Wrapping and bagging merchandise Buying habits

(Major emphasis was placed on helping the trainees develop self-
confidence, poise, and the ability to work with people.)

1 hr. 55 min, 8300 - 9:55

Business English and Speech

' 4

a. English skills, good erammar, vocabulzry building, use of
dictionary, business .cabulary, punctuation, capitalizalion,
neatness, etc. )

b, Speech developmeni =nd voice control, plus te.cphone techniques.

1 hr, 50 min, 10:10 - 12:00

Mathematics Review and Business Arithmetic

a. Bagic arithmetic review, business arithmetic, the fundamsntals
of addition, subtraction, multiplicaticn and division with
special emphasis on the use of decimals, fractlions, percentage,
end interest.

b. Ample tests will be used.

————_ 1t > ph B
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30 min, 12:00 - 12:30

Lunch

lhr, 12230 - 1:30
Auditorium - Large-group instruction, ail 50 students meet together

This hour will be used esach day of the 15 days of sach session for
. guest. speakers who are experts in sutore personnel, telephone

: " techniques, cash register operation, personzl grooming, etc.;

N for instructional films and other audio-vicual presentations,

2 and for special “ectures by the instmmetors.

1 hr. 55 min. ]%2_3;5‘ - 3330

Retail Merchandising and Sales

The Guties of tr?> retail salesperson, sales personality, store
procedures and policies, sovurces of product information, buying
motivations of customers, knowledge of cempetitors, operating
the cash register, greeting the custoner, determining the
customer's wants, typing customers, hadling "buyers" and

M agkers®, handling customers individually and in groups,
demonstrating, closing sales, etc.

iy
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Subiect Hours Total Hours
Genersl Office Practice, 9:00 - 9155 75
including use of Rotary

Calculators and Listing

Machines

Basic and Business Arithmetic 10:00 = 10:55 75
Key=Driven Calctlator 11:00 - 12:00 75
Lunch 12:00 - 1:00

Key-Driven Calculator 1:00 -~ 4300 225

Total Hours 150

75
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CALCULATING MACHINE OPERATOR

Praining Plan -
(Excerpt)

The objective of this program is io train unemployed women with three or
more years' previous work experience and an average educational level of
the elevenin grade to enabis ohch t5 obtain amloyment as key-driven
calculating machine operators at the entry level. The trainees must be
able to operate machines that automatically perform the besic arithmetic
computations of adding, subtracting, multiplying and dividing for the
purpose of calculating or checking the figures on such records as
inventories, financial accounts, payrolls, balance sheets, invoices,
discounts, sales audits and statistical reports. The trainees mst be
able to demonstrate their understiiding of the basic arithmetic processes
in conjunction with the ealsulator.

I. Key-Driven Calculator
Objecsives

R i. To develop ability in adding adequately for the perforimance of ail

— additions commonly used in employment.

2. To dévelop skill in working with Burroughs and compitometer
calculators (both simplex and duplex)--billing, discounte,
invoices, percentages, prorating, payroll and reciprocal divisioil.

3, To develop ability in the use of calculations commonly found on

: an employment level in induvstry.

i Scope

- 1. Students will build proficiepcy through drills of various %types

‘ which include performing dviies required by industry, such as the
preparation and checking of inventories, sales audits, invoices,
payrolls, and statistical reports.

300 Hours

i II. Basic and Business Arithmetic

Objectives

1. To review basic arithmetic processes

2. To develop understanding and skill in applying business arithmetic

to calculator operations.
Scope
1. Arithmetic review
‘ 9. Business arithmetic: Problems applying the basic processes to

N practical commercial situations, with special

emphasis on calculator machine application.

1II. General office practice including filing 75 Hours

Objectives and Scope
1.” To become familiar with the various departments within an organizas
: tion and their inbterrelationships; organization charts, their

- ] meaning and function.

y 2., To become familiar with the types of machines usu2lly found in an

: office; s.g., rotary calculators, listing machines, dittos,
nﬁmeogaphs, copying machines, €tC. ) )

3. To gain a basic understanding of the purpose_of financial state-
ments-~the profit and loss statement, the halance sheet, payroll
and tax record responsibilities.

L, To gain an understanding of the more common f£iling techniques

found in offices.
75 Hours

=77~




