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i COMMERCIAL D1PARTMBMT

General Objectives W$Q:i^4

1* To enable the student to acquire economically fru itfu l

sk ills  and techniques in the fie ld s  o f typing, bookkeeping, 

stenography and related vocations*- 

2* To develop in the student certain character and p erson a l*  

tra its , and to foster business-like habits which w ill enable;! 

the student to secure and to keep a position and which will f i t  

also promote good working relationships in  a ll commercial 

fie lds* -

3* I  To acquaint the student with a clear understanding of 

business customs, terminology, and procedures which w ill 

enable the student to participate in te lligen tly  in the 

commercial a ctiv ities  o f his community*

4* To make available, so far as is  practicable, work experience 

in the various business a c tiv ities  found in the ooraswmity. fj 

5* ?o hold up goals o f effic iency andfskill, end in meeting 

standards demanded by employers*^

ISPollolea ^ c  - V'. . v:./'-■

1* Economics as prerequisite 

2 * Credit is heets

Students in typewriting should have practice periods 

¡¿assigned and should sign for typewriter--doubled 

III typing' period •

4* The courses of Office Practice and Typing I I  ar© v 

S  to be correlated* A ll students taking one are to I 

M be enrolled in the other* §3



Beginning Bookkeeping gjg « I l  S Classes

Typing :X:'; : ; É| e 11 jjÉ

lÿpiüg 99 i j
Of f io «  Practice f§§i 3 » i H

Business 'Buglioli ÿS| Si.

Business Arithmetic f i ] C*

Beginning Bookk* ep ihg ̂  ^I p  1 1a 's »

Advanced Bookkeeping § ¡¡1 III *•

Short hand v" ' ' ;:£ ' .■. '2 1 ̂  e 1  II

Shorthand ^ ; g 4 1  fllllll

Business English fc f lJ S - siisi

Business Mathematics i l

Business haw 'É i|S^»lÌÌiKwmi\S

Business major» ma»t bava on« semester o f economics



COMMERCIAL DKF&RTMEM? 

3 i S i l f i f i ; g ' ;-

i Hour Boavor frioda&ii
*----------- ?*........-t
II B 800» 9:00 1 Fro* (Typing Pr«*t*jra Fro* (typing ?raot«>

-10 too l l * ■ Of fie* Fractio* j Soc^ to Mr* Coy

lOiOO-llfOO | *| i Bookkeeping f e w  Bog# typing
T  
* 
*HI

* 1 2 sqo-  l:oo  |

Ilt00~12t00 Mv# Bookkeeping Bog* Shorthand

Boon Moon

.1*00- 2tOO Fro* Advanced Typing

' B tOO* Jfe i IK) J Bog * Bookkeeping i (Business rXths&* tio 
j/BusIn#sa haw

H £ . 3 1 0 0 -4  tO O '
t . f e  m

Bog* Typewriting|r!p * Boginning Shorthand*

4 tti&* ptOO lyee.-g t Fr** tap ing Pr«et*| 
* fMJb Outdance ®  I

1* Office Practice student* to turn in Credit Shoots* 

s# >lsis tolebeck lis t  for;typewriters for practio*
l i l l l i l i ^ ^ K I  M i l



OBJECfXVBS OF BÍÍSÍHBSa iUtXflimETia |

J|JIL sapa atar ú o ix fr 'm } . ■;, ■'■ ,;"■' • ' \

xJÉ^o davalop spaad and accuraoy i »  tha fundaiaantal prooassaa 

ffi o f arithmatlc eommonly uaa& in making buainaaa calculationa* 

8« ; davalop^tha ab illty  tó; m&ke many ordinary ooaipuiations j

^mantally rafcher than hy use o f panoli and papar#

3*pTo'daraXop-: i^XXv;iilŵ #  usa. o f praailoablagshort data 1a |

l|  fIguring*
4# fo  davaXop habita o f  systamafcio prosadora andlnaatnaaa that 

w il£  fcand|to. carry ovar lato ovarything tha htudant does#^ 

§Jtnfo prapara for llv la g  by ahowing tha¿applioaiioa#|of tha 

principiad o f bualnasa aathaasatica to U fa  sitúa tions*



i?

OBJECTIVES OF SUSXlfgSS ENGLISH 

(one semester course)

1* I  To review the rudiments o f grammar and punctuation*

2* To increase the student*© vocabulary#

3* To Improve his spelling ab ility*

4# To give practice in writing various forma and types o f 

letters# both personal and business#

5* To give praotloe through business situation where oral 

English is  Involved? suoh as# speeches for special func­

tions# telephone conversations# interviews# receptionist 

work# s ta ff meetings# eto*



OBJEONfBS OP BUS!KESS LA»

. "'(Qm y*a* aour— : ■ ' '
«, * M \ , || Pli '! fRl ,̂ir| ; > | v ' i ] ¿J | < # | |

Im fö  aoquaint tti@ atudent wlth tha general pu&öa ln tha oonduot

l o f

$•§: ’To traln tha student ln tha appllaatloa o f tha so rulas Iä  

» typienl bualaaaa Situation* |
5#||To aoqu&lnt tha atudant wlth tha mora oornmon legal forma and 

terminology*

4# To aoqualnt tha atudant wlth a b r la f outline o f bualneaa 

Organisation«* |

S* mwongh oaaa study* topahow tha applloatlon o f hualnasa law 

iprlnolp laa auoh aas eontraots* nsgotlahla Instrumenta, in* 

suranoa* ta&as# w llla » aal# o f real proparty and personal^ 

proparty* and oourt prooaduraa found ln  oommonlty aotlw ltlaa« 

6*| To taaoh tha atudanta tha alamanta o f buslnass law whloh ln 

ordar that ha may ha awara o f tha lagal requireoonts o f tha 

imora eoaaaon hualnaaa tranaaotioaa*!



Mg OBJECTIVES o? BKJXSWBO BOOH3SVIHÔ S Í I | ^ * | S í ::f:?‘Í

M i l  loa« gwa# w w m )k  ’ ' 1

|i|j||j$
X* to ü ffE tit a complete picture o f the bookkeeping cycle#

S» Ito  fam iliarise the student with bookkeeping terminology and 

S K  procedures#

3« to develop a s k ill in keeping and analysing records o f busi* 

ness transaotions1ip ^ | »^ | | |

4# to develop personal habits o f system* accuracy and neatness* 

5« fo  show application o f bookkeeping principles to everyday 

needs and the requirements o f community living#

6* fo  introduce the student to the f ie ld  o f bookkeeping as a 

possible vocation#



|g OBJECTIVES Of B ;,SÏKi!îif0 SI'OflTilAHiJ ■

1 . ÿT o  dorolop a high dagreo o f s k il l  in raading from printed | 

| i  shorthand, |

2. TO aoquira aocuracy In writing shorthand forms,

3* To a tta in ]» rsasonabls dsgrss o f  spaed in  writing f r o »  d lc- 

I tation suoh as, spaad o f  60 fo r  naw ostarla ! ani 80 fo r  i  

practiced copy,

Ä i  0 l*jr »  foundation fo r rapid and a c c u r a t e  - t r a i i s o r t p t i o a  

on tho typawrltar.l



OBJEOTITOS OF raOIHHIHG OTOTRITim

ôtx*  year ;̂ '̂S'@5 "V""' : "\ V' '"' Î '' • ■ .

fo  acquaint the atudant with the mechanical parte °** the 
various makes o f typewritersf|and their care and maintenance*

To teach the standard keyboard by the touch system.

Through repetitive practice and d r il ls  enablesthe student 

to attain a high degree o f accuracy and a fa ir  degree o f 

speed — (possibly a minimum o f 35 words with 95% accuracy*) 

To teach related typewriting techniques# such ass symbols# 

tabulating# setting up le t te r  forms# cutting stencils# in­

voices# etc* ^

To enable the student to use the typewriter as a rapid and 

e ffec tive  instrument for personal use throughout the remain­

der o f his school .career and his la ter life * '



||||^ OBJECTIVES OF ADFAVOSiDf̂ TyPSWRITIHO ftt '•■

" (one year" course i

%* mesne of repetitive practice and d rill*  to enable the! 

student to attain a high degree of speed and aoouraoy#p p  

(60 words with 95# accuracy«) P-m

fo ' g iw  tha student trans<apiption;pysctiee for|*material I 

dietatad In Offloe|Practice class« ||

To taach intelligent tranaerlptlon of notes and an aware* 

nass and eorraetlon of slips or arrora which may have haan 

mads by tha dictator«

To farther knowledge of business letter forms« legal forms 

Invoices* telegrams and other meanalof eoaaaunioation used 

in the buslnea# world« ;; ■ '*■ ■■'.■/ ■ , ' v '

To givegadditional praetloeion duplie&tia|| machines, /figgi



OBJECTIVES OF OFFICE PRACTICE 

j||§|| (on« year 0otUNW)yi^®^H  

To develop su ffic ient stenograph!© s k il l  to enable the! student ¡| 

to f i l l| a  secretaria l'position  anocessfully# Jg 

To build language skills# such as*|| vocabulary # spoiling# 

grammar# and punctuation*

To prspars ths studsnt fo r related o lsrlea l duties involving 

the use o f  o f floe  ma&ilnes# including mimeograph# duplicating 
&ahlne, adding machine# comptometer*, and an acquaintance with 
specialised machines* SBjjij

To train the student to receiveicallers courteously# pleasantly 

and In te lligen tly  through the mediums o f letters# personal calls# 

or by t e l e p h o n e * /' ■ ',

To fam iliarise the student with financial forms# banking pro* 

oedures# government forms and regulations# and lega l forms« |

To give the student a working knowledge o f use o f directoriesJ| 

business reference books# travel schedules# tims tables# and"'' 

to encourage resouroefulness in obtaining any needed information* 

To acquaint the students with f i l in g  methods# equipments# and 

procedures*

To Introduce the student to o ff ic e  materials and equipment and 

to train him in their proper use and conservation*

To prepare the student for a job-finding campaign#||

To develop in the student certain personality tra its  and personal 

habits such as9 personal appearance# ab ility  to work well with 

others *| a b ility  to meet the public# loyalty to employer and other 

equally important qualities requisite to success in a secretarial 

position* ■ . ."-"V'.'' :® ' ^  V \ " .. -'V .. " v::, .



FRESFECTUS OF SUMMER SCHOOL COMMERCIAL COURSES

I. Prospectus of Perinduction Training for the Army Clerk 

Objectivesi

1. To <tarieat the student by teaching him the organization of t¥re «army.

2. To lead the studeat to an understanding of the importance of each 

Army c le r ica l  activity*

3* To train the student in a variety of specialized techniques of Army 

c le r ica l  work common to a l l  "branches of the Army*

This course w i l l  "be set up to train "both hoys ajad g i r ls  in c le rica l sk i l l s  

that are essential to a number of Army jobs* One-half of the period w il l  be given 

to learning the organization of the Army, and the other half w i l l  be devoted to 

learning and practicing c le r ica l  duties and procedures. This course w il l  prepare 

any student to f i l l  a number of positions, wherein typing is not required, such as, 

general clerk, personnel clerk, shipping clerk, stock control clerk, stock record 

clerk , mail clerk, f i l e  clerk, and others* It  w il l  also preparé them for the 

following positions which do require typing, such as, message center clerk, 

stenographers, typ ists , and c lerk -typ ist . A person who completes th is course 

should be able to make a bet er adjustment to Army l i f e  in case he is  inducted into 

service, or in case the girl? -enliste in the WAACS, or, i f  he or she should seek

employment as a c iv il ian  in the War Department* A ll  materials and books ape pre-
■ . . 1 ' t \ ry"

pared by the Army Department. Credit may be given to undergraduates*

I I .  Description of The Office Practice Class For Graduated Students

/ As prerequisites to this course the students should have completed both

Typewriting I ajad Shorthand I* The aim of this course is to train the students in

a l l  phases of o ff ice  work which w il l  enable them to f i l l  successfully any type of

o ff ic e  position* y\A
\

la  this course stenographic sk i l ls  are developed through practice and d r i l l .

I O ffice procedures w il l  be learned in real l i f e  situations* Acquisition o f personal

/



t ra it s  and habits of easy adjustments of o ff ice  l i f e  are stressed. The student w il l  

/teara f i l in g ,  additional typing techniques, transcription, and methods of

duplicating.
fYte/ JjfYl

<' After the completion of this course, an effort w i l l  he made to locate in some

L ff ic e  position on the project or to place him in some commercial position outside.

/llo credit w i l l  he given.

I I I .  Outline of O ffice Practice for Undergraduates

^  The students who enter th is course should have prerequisites of Shorthand 'I .
/ f
I and Typewriting I .  This course wx«-~h*~irrfc~Txp~^^ -
I ■ f f i
\ ha l4^ rw ^r*~n^  is  especially designed for those students who are planning to
V  - • • ■ . . w
\ graduate at the end of the f i r s t  semester. They w il l  he advised to continue
J  , \

course throughout the f i r s t  semester until their graduation. This course which J ry 

set up fo r undergraduates w il l  he given with more details  than the course set up 

for graduation. Special emphasis w il l  he given to a l l  types of o ff ice  work, and the

1 i . '\  students w il l  he given extensive practice in shorthand and transcription.

€\
Jy1

IV. Prespectus of Beginning Typing

This course w il l  he scheduled primarily for undergraduates who wish to com-
0 * %

\ plate the second semester of their typing I . The students w i l l  he required to ^
EHptes«? 'M - v <r /

(  attend one period in the morning fo r instruction and one practice period in the /

a f t e mo on. Amy student eo IS*WSmUft

c r e d i-W*~ A /

V. Outline of Typewriting I I

■» ¥*rj
/

This course w i l l  he scheduled for any student who wishes additional in s tu c

< tion in typewriting. I f  .f  V<

(  c r a d ■■ W>»gi<irenpr A prerequisite w ill  he one fu l l  year of typewriting*
V.

VI. Shorthand I I

C This course is set up to enable students who have completed Shorthand I to

i y V v $



g.t additional practice in taking dictation and typing transcriptions, which w ill  

enable then to preform more adequately in the Office Practice course next year.

It

71I. Business English

Business English includes a review of fundamental principles of ^glish/j^
0

grammar. All types of forms of letters, Both business and personal, will Be 
written, Good habits of oral English will oe gained tnrough creation of Business­
like conditions in the classroom. This course is a requirement for all commercial 
ma jo r s, If"irttg'~~sirod:BiT“Wtriiĝ ac‘to‘ri'iŷ compl«t̂ e"-the-<werk-̂ ^̂ u41ine4,.£QX̂ .,th.e

•B. Beaver



I l i i t l i l  ü ÿ i j i i
L IS T  OF BOOKS FOR COMMERCIAL & 

DEPARTMENT

S ou th -W estern  P u b l is h in g  Co * 
C in c in n a t i ,  O h io

36 C o p ie s L e s s e n b e r r y , D. B « ,  20th C en tu ry  T y p e w r it in g ,  C om plete  
F ou rth  E d it io n ,  L i s t  P r i c e  f l ^6

60 C o p ie s C a r ls o n , P r i c k e t t ,  F o rk n e r , 20th  C en tu ry  B ook keep in g  
and A c c o u n tin g , F i r s t  Y e a r ,  C om p le te  C ou rse . 18 th  
E d it io n ,  S to ck  #533» Chap. 1 -28  L i s t  P r i c e  f l . 6 0 .  
In c lu d e  t e s t  c o p ie s  I  th rough  V I I  and o th e r  f r e e  
m a t e r ia ls «

60 C op ie s Workbook f o r  C h ap ters  1 -2 8 , S tock  #534. L i s t  P r i c e  f .7 2  
In c lu d e  k ey  f o r  workbook

30 C o p ie s C a r ls o n , P r i c k e t t ,  F o rk n e r , 20th  C en tu ry  B ookkeep ing  
and A c c o u n tin g , Second Y e a r  C ou rse . C h ap ters  29 -50 . 18th 
E d it io n .  L i s t  P r i c e  f l .6 0 . In c lu d e  T e s t s  and o th e r  
f r e e  m a t e r ia l .

30 C op ie s .W orking P a p e r s , S to ck  N o. B132, f o r  second y e a r  c o u rse . 
L i s t  P r i c e  1 .7 2

2 C op ie s Shorthand D ic t a t io n  S tu d ie s , by W a lla c e  B. Bowman

A m erican  Book Company 
C h ica go , I l l i n o i s

2 C o p ie s The T r a in in g  o f  a S e c r e t a r y  by W ik d a l l ,  Thompson and K e e n ly

Tha G regg  P u b l i gh in g  Co.

6 No# M ic h ig a n  Avenue* C h ica go , I l l i n o i s

2 C o p ie s  

60 *

A p p lie d  S e c r e t a r ia l  P r a c t i c e  b y  John R o b e r t  G regg  
L i s t  P r i c e  f l . 4 0

G regg  Shorthand M anuel f o r  th e  F u n c t io n a l M ethod 

V o l ,  I .  L i s t  P r i c e  f l . 5 0  By L o u is  A . L e s l i e

60 " D i t t o  V o l . I I

1  « ' v, /. T e a ch e rs  Manual f o r  F u n c t io n a l M ethods V o le .  I  and I I  
Combined, L i s t  P r i c e  ¿0# By L o u is  A . L e s lfe e .
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OBJECTIVES ABVAÌiCKD BQGK3ükE£lE0

M  Ìli' I. To; ■■ ine reas e thè otu den tf © knowl edge : o t

H  lì# ÿîo enable.' the é tuäeßt;:̂ f hie fg knowledge of the bookkeeping cycle to ; -..aòlè pròpri eior&Mp 9 partße rsfoi j>/. arid-:,. . . corpora t©ae conni iiig«||p
v:ì;ÌX 91 To ; teraha tfce/ntiidra t¡| %p analyse correctly fir©por1gr to r •■•■■the ■ purpose* of &akix^|l acorné . ^ôport,sfor:■ buying7 apd- selling* eto* .
it 3;V« f ;-f0 •; ÿè'&ch-:t ne■ student to. apply thè prin-/oipXÄ of. advanced Bookkeeping to- , préf eesi osai .. ;- . &11& p0repnex\ vom 1 regents «

•V« V;ïe' iñerea¿é;:%há; student* s >no^i^dgo;: .nñd n >̂ n̂d;é'r0-tfe¿á:í'ng ' o f'''•côBs: :on' bu s ine es rad ;|tg| 
-^hookkeepiiig-; traue » •■

ivïil l'-To inereasè thè, Student* a knowledge radI und er e t ánd 1 ng o f eoimon husinesa^oro© rad 1 .procedures«
';;#ïïy.;VVTç\ g iv ev 'of the interrelationship of|huoific«»è« 1« enterprise :8ei~úp¿ •
:¥1ÎI«■j|§jc■impress- upen ;'.fl=e t̂iidfen.t;#ie - Ydlue-ofI gaining goodwill In allbuslnese dealings* fenT’

. theV'student f -. thfoû gli .feis kiuòwleége.;^^;,0C|^r^raship '■ rad _ :oo:|̂ oratiois.- adcodntlhg^l I to participate in : èçMp such-' bu si nera,; organ- §; láation ln hie.;0p»únity^ . . - , : •■„ ‘ í-, ; -■.'. ■- '■.;’/
¡Jèrah théietudent'' the, value of honesty *

Ìà M-MM ' ln el 1 bus ine s s deallngèiS
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Commercial Department 
Minimum Courses To Be Offered* Get* 12

Beginning Shorthand, 
Advanced Shorthand {Off: ce Practice)
eginning Bookkeeping
uelnessllnglish . I  

B f i t t S i i i i a k RAdvanced Bookkeeping 
typewriting 
Typewriting I I e ¿«1

§1*
¡SIC#

3 «
4 «
ô £

I f :
- S# 
9 *  

10# 
11# 12#

Maximum Courses that can be èijïeréd 
Du ring... ■ th e »$ ^ | ä

Beginning. Shorthand 
¿Advanced Shorthand 
O ffice Brae tics  F 
Typewriting f
Typewriting XI V  ¿: ■ ::'/̂ y ■■-.''•-
Business « M l i f í  lèv :';c :*',': it >v’v ¿if111

®uslasss' I
Business » g l i e h
Beginning Bookkeeping } p p
Advanced Bookkeeping IJÄ I ¡¡§¡¡
Commercial • OeOgrapl|^^^el|f^^Ä §fgf¡ 
Penmanship and Spell i v | n p l  ¿(y¿

%* % ToiBs ̂ offered. |j¡¡ th lrg tid fsu ffic ient demand« 

2 #w;To he o ffe red lif typewriters are available*
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gapareE GMatismss l&oLisn cotm&ar one. 

i:, ;||Keview fundamental principlesci -anglis/h r̂aimvar 
»gstenyI erf * sentence

2 « plurale^of common nouns ; a;; /""llh tS l;.: ''la: - ' - ■ ■■■■ a" ■ f  f '■■-.."'.V;'f 
3 jS#ij p; onouns

§$j$SjM 4 « eorreetf ueef o f f j p p f c a c ' i i f e  
11,41sUnctibn  'batwaa»|fedie«tlTe«.:. and .adverb*

K |§& 6  jp e ©rr§ © i  fem e mfc
8 7 * ugreeiseat o f ©ubjeci, end predigjei*

8 «lprfi©ti©# in sentence oonsl
tt# ®«©w*y ¿f|liao^<i;{f^l>®dlp’l©© of|©ffestive .writing Jjj f ;̂>Vj

« ^ K p 4 n i
S li .  1 0 * »© »tery^ ifprlncip left^of piiiictuatioB mad e&pitaliaation 

II, Appliec'Ucn of principl es of aiigliia'h ;;r: i-j-̂r to. luainees .

in wri t lag \ a lt )]f era* end typ©p..©f.^^^g 
9wW4  ̂i^ tllP lfl^  ©inebe 1 © t t t r * *i'j£3&rfci118  SP

prentice in w r it in g 'a l l  types ©f eocia. le tte r*
Jr- 1 v , f l I v ® r e © t i c ©  In nr 1 1 ing parsonal |©tter©|iil:|||®||>SS^?

* B* Detecting slips'endwrriire ©i|dictatord,;;:ajad correcting 
:■.■.’ :m^M ¿itsafaleB a-v: ;;;:Vg;f' >f .a i/W ,v..;f :\ :-f

0* Building business aa^:;f; fg ■' a;/Jf-' .■ ' f r  .■■/..-:'' •'■:■■ ||

tcrainologyt of $speei allied'- ^ s in e s s e e s ^ ^ ^ ^ ^ ^ V ;4- 
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a&ecunilag:.
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111* f r a i n i i A f l »  o r a l !p n g l i

¿M  | Conduct In a ̂ telephone conver©ati©n|^M^|A^RjJ 

111 -Bejeavlor In .an interviewing situation
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l  aoimsE of $®xm m m m m im - monm/mn

It  Development o f a high degree o f reading ab ility  by*

m  1* Teaching recognition o f b r ie f forms 
8« Teaching recognition o f phrases 
3* Building general vocabulary

III• »In trod u ction  o f shorthand writing technique by* |

1 # Giving shorthand penmanship d r ills
3# tracing correct outlines
3* Presenting sleale writing techniques
4 « 'Dletatlngfof practiced material
5, Teaching simple transcription rules
8* Observing forms through continued reading practice

XII* Building shorthand writing speed through*

1 » Dictation o f practiced material 
2 ® D rill o f b r ie f forms and phrases $
3, Oontinusd reading assignments 
4« Dictation o f simple new material

IV# Laying foundation fo r transcription sh ill byt

1» Teaching business le tte r  forms 
3* Teaching additional transcription rules 
3# D r ill in transcribing from* 

a« Printed matter 
b* Student's notes



COURSE OF 3OT0f|I8 BBQXtHIUG BOOREEEP1HO

,. ; Sot© s' This course w il l  b# taught by thè usa o f a work book*

.?* fra «anting baginning prlnolplaa andltarmst %

1* How bookkaaping raeords began*
2* Effact o f transaction« on records« WM§f^L}

111« Presenting tha bookkaaping nyala in  slmplè^f ormt̂ |

f t «  | Journalising || 
w  2 « I  Fasting
pB 3* I  Financial ptat«mants|i 

4« ^closing ledger

III#  applying bookkaaping principia to personal am nine raoordsi ■

1* B e l i s i ; ; || ■■ V ' VI  ; l >  ̂ :||S |

d# Social orgai4i«liA i»«

iF# introduction o f tha usa o f spadai Journalss

1 « | Buying and sailing on account 
2* Cash racalpts Journal 'V  |V;:V..'* *..H 
5« Cash payments journal 
4« Recording miscellaneous antrlas

V# Taaohing work!to ba dona at tha and o f a f is c a l periodi

«¡SR 1 « ¡¡The work sheetf 
;* «J  Financial raporta I 

W  3*yl Adjusting and closing antrlas I 
j  Balkar fran tiaa g e t !

¥1» : Presenting adjuatlng filtri.#.#'.,•: v |,V

1« Bad debtsil
H 2« . T a » § v V ' ' V  '■ ", | ,  ■ V ' ; |  V : ' ,| ■ :

I I  5* mtaraat ano diaisount
4»^ Accrued incorna and expanse p

VII« Introducing tha columnar Journal i

1* Columnar oashljournal ¡: v  . 1*2; '| i v  I:J l i  
¿ ® i*| Hat a ll business transactions I l S

ga in ing in handling commarolal papers;
? ; J* # j§ S| §I§||

!• Hotas and t rada acoaptancas 
T flfirfl f*diwn«ratal drafts ¿ISRfflS



î® ^
 ^

Acquainting the student with types o f proprietorship»

i# Sole proprietorship S*.
2# Partnership ‘«^¿^*7; ^
3* Corporation ■
4# Co-operatives

I^N Itoting useful appii  c&tIona|of bookkeeping principio

I l  Student ac tiv ities  
•r Bookkeeping and budgeting fo r  a family 
f Bookkeeping fo r the professional man ' - ' '
• ^iMpeaping for a farmer



COURSE OF STVm IE OFFICE FIMCTXCB

Note* A ll through this course tnere f i U  b i d ie n t i « »  
given la  order to inoro as# writing and transcribing «peed— 
therefore* ao unit was «e t up# «o le ly  for thia purpose#

I# Pronoatio tooting to loam comparativo «tonographie «k il ls  
o f students through tho following tests*

1# Hooding

2* Writing shorthand

3# Transcription

4« franacription ruloa

XX. Acquainting itudoat« with o ffio#  equipment and supplì#a .byr

1. Teaching minimum aupplloa no od od»

2 . Introducing various o f fico  machino s •

3 » presenting a l l  suppilot and equipment available*

4# strotalag corroet uso and conservation*

III#  Teaching Uae o f O ffice Machines* ;i;£

1« Mimeograph i V V .:"/■■■

|!; 2*" Other duplicators |

I 3* | Adding machines ¡fe1

fefc-' 4,- Comptometer or calculator

IV# Teaching Use of Bulinata Directories |and Bóierenee 
3 | ’ such tStX'; '• V. ■'. \

1# | Travel sohodulot ;f|p

in m »  tables

3# Telephone directories

l i lt  4« Credit rating books 1

&V 3# Maps J '';-v j ' ' .■■■■■.: ■ ■ ■ v ■ ■■■; .. . . '■ ■ . .. - \

8# I f  City Directories# etc# . : fi ;.v



2
. V* Familiarising the student with business and legal forms# such

!  • * *

1« Cheeks and other negotiable Instruments 

2* Invoices* statements* and financial forms 

3f Legal documents and terminology 

• 4* | Banking forms

§* Tax forms and other government formsf!

G* Insurance forms* etc#

VI* Teaching f i l in g  procedures and equipment bys

1» Presenting f i l in g  rules '¿?MS9h

| 2« Acquainting students with f i l in g  squlpment necessary

3* F iling practice in real l i f e  situations*

V IItit Development o f personal ity  tra its  and personal habits for easy 
adjustment In business world* such,as%m&t

1» Personal appearance r■.''

2. Ab ility  to work well with others

§3# Ab ility  to meet the public

14# Loyalty to es^loyer* etc*

VXXXt Training student for specific duties Involving personality 
tra its* sueh ass

X* Receiving callers courteously -■-/■; 5 '<

1|H| 2# Answering telephone c a l l s ^

3* Getting along-with co-workers p^p 

{■rag? 4« ' Getting along with employer /J-

XX«|| Preparing student for Job-flndingri campaign by;

1» Teaching procedures in finding a job openings 

2« Application letters  

;| 3* Application by personal Interviews 

4* Stressing importance o f personal appearance



Teaching problem solving In o ffic e  situationss

1« Making classroom Into o ffic e

2% Assigning students to Instructors

3# Having students create typical o ffic e  situations
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COURSE OF STURT FOR ADVANCER TYPEWRITING

10TE% Tills course is  to  be presented in corre la tion
with the o f f ic e  */prae t ice  class harpfc&#|||

g|§] o f  tra in in g  ihefperson in both personality  t r a it s  
¡¡¡| jj and stenographic s k i l l  ,in order, that he can'per- | 

S^for» h is  . tasks ¿&re ;e:ift a c t iv e ly *■?!

1* ■ Increasing typewriting speed through ||9HB3
■ìfi*/' lìeinedial,drills »#f’'IspMtt drills ||V 3«i: Hhyth» drillsTesting program

II.H Teaching intelligent and rapid| transcript ion of notes»
1. Transci’iption rulesM 2. I Awareness .of •: errors, made by, the dictator ||w«l Ability to proofread .one1 s.̂ own notes i¡7/sSP

A. §fi** I Correct procedure!inprasioft 8 ^
ìw A Jp» if'Frodùclng a „mailable copy
ni. ..Advancing peri c mance in typing general business|#v M"gfp; pp%cowai cat ion forms Mi;¡¡g||j(A- :̂ Sspfì

I' l| Telegr&msinvoice S i ¡Jg|f||$$jU |legal forms ¿p|/ 4- • letters
È 5. Stai ement»  1 1Ì16 .5.Speci«Ti zed forms SÈm

IV* R|''GiTing additlon& lkpraeties ón fcailhjg^ifiàdhi nes

1* Cutting sten o i ls  nHtMHSi||||||8i|^B
$m ' Useilcf mime ©graph
3« | Making màster copies
4*||Use o f  other duplicating, machines



OUTLINE OF COMMERCIAL SUBJECTS FOR FALL, 1943

Since so many of the students from this department are ezpected to 
relocate immediately and f i l l  office positions without further training, 
it is essential that each student he given thorough commercial instruction* 
With this in mind, two majors with the following minimum requirements are 
suggested:

I* Accounting Major—Minimum Requirements:
1* Jr* Bus* Training (one sem* Freshman year) 
ft* Bookkeeping I (Soph* or Jr* year)
3* Bookkeeping II  (Jr* or Sr* year)
4* Bus* Math (sem* course, Jr* or Sojah* year)
5* Com* Law (sem* course, Jr* or Soph* year)
6* Typewriting I (Soph* Jr, or Sr* year)

Optional Subjects:
1* Typewriting II  
2* Business English 
3* Preinduction T raining

II* Stenographic Major—M inirnum Requirements:
1* Jr. Bus* Training (Sem* Course, Freshman year)
2* Shorthand I  (Soph* or Jr. year—latter preferred)
3. Typewriting I  (Soph* or Jr. year)
4* Business English (Soph* or Jr* year)
5* Office Practice and T raneeription (Sr* only)

Optional Subjects:
1* Bookkeeping I  
2* Commercial Law 
3* Preinduction Training 
4« Commercial Math 
&* Typewriting I I



OUTLINE OF COMMERCIAL COURSES FOR FALL—1943 Page 2

I .  Subjects to be offered First Semester, 1943-44
Maximum students Year offered

(Yr.)
(Yr.)
(yr.)
(Sen)
(Sem)

(Yr.)
(Yr.)
(Yr.)
(Sem)
(Sem)
(Sem)

Typing I • — 
Typing XI ~  
Office Practice - -  
Preinduction Tr. — 
Typing I~a

Shorthand I  — 
Bookkeeping I — 
Bookkeeping II  — 
Bus. English — 
Jr. Business Tr. —  
Bus. Arith. —

(50 students)" 
(25 students)

Classes 
Class 
class of Z hrs daily 
class (25 students)
class (25 student s)

Soph., Jr.,or Sr. 
Jr. or Är.

(25 students) Sr. only 
Jr. or Sr.
Soph., Jr. or Sr.

Classes (70 to 80 students) 
Classes (70 to 80 studente) 
Class (35 to 40 students) 
Cl&ss (40 students)
Class (40 students)
Class (40 students)

Soph, or Jr. 
Soph., Jr. or Sr. 
Jr. or Sr.
Soph., Jr. or Sr. 
Freshman only 
Soph., Jr. or Sr.

I I .  Subjects to be offered Second Semester--1943-44

*1. Typing I 3 Classes -75 students
*e. Typing II 1 Clàss -25 students
*3. Office Practice — 1 Class of 2 hrs daily

*♦4. Preinduction Tr. — 1 Class -25 studente

5. Shorthand I  — 2 Classes
6. Bookkeeping I — 2 C lasses
7. Bookkeeping II — 1 Class
8. Bus. English 1 Class
9. Jr. Bus. Tr. I Class

10. Com. Law — 1 Class

-25 students

♦These classes w ill use the typewriters.
♦♦This course w ill be offered i f  the Commanding Officer at Fort Shelby 

recommends it . It is the desire of the department to eontlsui this 
course i f  Japaneae-Amereian Volunteers are encouraged to do Army 
clerical work. (I  am writing a letter to inquire about this.)

Note: The Junior Business Training course will be set up as a
general knowledge course, stressing spelling, business forms, 
use of telephone, post office regulations, etc., and not 
an exploratory course^-hence, the students w ill hot be 
taught either shorthand or typing.
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COMMERCIAL DEPARTMENT

TENTATIVE SCHEDULE 
P a ll, 19 l*3

Teachers Period 1 Period 2; Period 3*♦ • .-............. «___ _______ 1
! Period 4- Period 5 Period 6

Miss Klein Beg.
Typing
1 » , ly , SL 
. ..

Book-
heaping

X

# » 
Adv. * 
Typing :

i' y • -a- »

New teacher : Beg. 
j Typing

! 1 0  ̂ ,1 /i.

Book­
keeping

I
/ 0 11 /

Typing I

(Jr. Bus 
T r . ) t

Evacuee T* Shorthanc
I

IaJ U , / ^

Ì Shorthand:
I

/<>, tí, /-a- ;

:Jr# Bus. 
»Training 
! (? )
! 9

*7

Miss Beaver Offioe Pi 
Transci

' 1 •
*.a- Î

#
"actice è 
•iption

. 1 -V-

Free : ; Book- 
: keeping 
: XX 
: h. i'k

#
Preinduc­
tion Tr.

pMjjfe:

Bus.
English

L̂  J L t 3.

Not«: I  would recommend that the Bus.'Math, be taught by the
Mathematics Department or be incorporated as part o f the 
Jr. Bus. Training course.

X have planned both of these schedules so there would 
not be conflicts as to use o f the typing room, would not 

. con flicts (or few) i f  the students were commercial majors
and so not more than three rooms would be in use at any 
one time.
I f  any course must be eliminated, I would suggest that 
they be cut in this order*

One class of Typing I 
Jr.Business Training
rreinduction training unless the commander of the 
Fort Shelby strongly reccomends retaining i t .



COMMERCIAL DEPARTMENT

Tentative sohedule 
F a l l ,  19^3

T e a c h e r s P e r io d  1 s P e r io d  2 ; P e r io d  3 : :  P e r io d  b  i  P e r io d  5 P e r io d6
M ise K le in B o o k k e e p in g  B eg .

I  : T y p in g
10, l/yf̂ 1 », M/ x-

Adv.
T y p in g

■

*
New T e a c h e r B e g . B o o k k e e p in g  ; ï B e g . ;

T y p in g I : T y p in g  :

/ ° j  ! j t  ,a T ' / . O r f f / * * - \ ) o ,  //, /2- *
t * '

E va cu e e  T .
•  • 
i S h o rth an d  ; 
î I  j

. t
• » 
• t 1 *

r  M ies B e a v e r
"IT" » • • •

B u s. O f f i c e  P r a c t i c e  and *, î B o o k k eep in g
E n g lis h T r a n s c r i p t i o n  ; : I I  1

, //y / 2-> ; ■
♦1 # 

» 1 ! Ì

S h o rth a n d  J r .  
I  : B u s .

/*,//, y 2- : T r .

î#
f r e e  j j P r e i n -  

: d u c t lo r

I « # »
T r .yjL.



T E N T A T I V E  SCHEDULE

For a 7-Period Day

1 : 2 3 4 5 6
•

•

7 •
Miss Klein

•

•Beg. Book-; Short­keeping ; hand ♦
Beg. Book keepinĝ * Short­hand

•

Miss Beaver
^Office P r ac ti c &■" Book­keeping Pre-indue tion

>
Bus/
/T

;
Adv. typing

NewTeacher
è

•

•

-- ■■ ■ ! _ £ - t

4(r
Beg.Typing!

•Jr
®eS*TypingB I A

f BegT Tyoing I B
Jr. Bus. ;Training«

•
•



; : : ■ . ■ ^ l > ' °
I C02MEBCIAX* SCHEDULE *

Klein

I
% I

-___________
' . §

Bookkeeping 
I t

i

i

Shorthand 
I i

X *
fypia« ; 
I-B 2

$$&$:!■ 1 
Shorn*

( 1 0 *1 1 , 1 2  *(X0fU>12)* (10,11,13}

I1 
JJL

2 2 
2 2 
2 2 
2 2

s

GIRLS
moms

IBOOKKKEPIIG 
2 I 2 free
2
(10,11,12) 2

* 2 .
' .* X
2 friednaa 2 typing 
s 2 X-B 
* 2 
* 2 ( 1 0 ,1 1 ,1 2 ) 
5 1 
t'T 2

L . .. .0 ' .. 
e. 1
2

Backgrounds
for 2 free 

Basinets!
2

( 1 1 ,1 2 ) :
2

# • 1 r,n. # 
v 2 * 2 2 

J< i l  2 2 
typing 21 Backgrounds Shorthand 
I-A 2 2 for * 1 2 typing 

2 2 Business 2 2 I-B 
1(10,11, 2 2 2 (10,11,13)

1 2 ) 2 2 ( 1 1 ,1 2 ) 2 2( 1 0 ,1 1 , 1 2  
2 2 2 2

1 s
! 2 Office
* 2 A Transcrif
2 Beaver 2 12th
* 1  2 

A—; | 2

■ K
Practice
:tion
only

2 J2 i/ 2 y  2 
Bookkeeping 22 Pre- j Adv. : Jr.

I* 2 free 21 induction 2 typing 2 Bus.
- 2 21 training 2 2 tralnln 

(11,13) 3 tt 13 only 2(11,13) 2 (9)
1 1 1  2 :

2 2 
2 2 
2 Co-op s 3-3 clerk* 
« * l
A .....  2

3-3
clerks
.

2 22 2 :
1 22 2 •

3—3 2 3—3 5 2 3—3 2 3—3 2 3—3 
Clerke • clerks $ 2 clerks 2 clerks . clerks

2 21 2 2

Hot* 1 Those classes narked in red ) **•  tie typewriter*.

Vote 2**«-Shorthand I and Bookkeeping J should he scheduled with a forenoon 
and an afitemooa class.

Mote 3—Jr. las. training should he scheduled when the 9th grade is free 
to select it.

Vote 4—Typing I - »  is the first semester of typing; typing I-A is the second 
semester of typing,

lete 5~  typing II or Adv. typing nay he taken as a senester course after hawing 
completed one fa ll year of typing. It nay also he taken as a oneeyear 
course.

Note 6—Office Practice and transcription can he nuch more effectively handled 
i f  it  is scheduled for two consecutive periods.

Note 7 Backgrounds for Business includes Business English, Bus. Arlth, and 
Oonnerelal Law, and possibly sons Conn (Wur
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I  OBJECTIVES OF BEGINNING BOOKKEEPING
(one year course)

1. To present a complete p icture of the bookkeeping cycle.

2. To fa m ilia r ize  the student with bookkeeping terminology and pro­
cedures.

3. To develop a s k il l  in keeping and analyzing records o f business 
transactions,

4. To develop personal habits o f system, accuracy and neatness,

5. To show app lication  of bookkeeping p rin cip les  to everyday needs 
and the requirements o f community l iv in g ,

6. To introduce the student to the f ie ld  o f bookkeeping as a possible 
vocation.

7. To enable them to f i l l  income tax reports,

8. To acquaint them with Co-operative bookkeeping,

9. To give them experience in a p ractica l bookkeeping situation , such 
as, bookkeeping set with work papers.

Bookkeeping I--one year course--Second Semester

In th is course presentation o f methods o f keeping records is  made 
fo r  simple business organizations through the use of journals, 
ledgers and other bookkeeping devices. Application of bookkeeping 
p rin cip les  to personal and club records, and personal budgets is  
made. P ractica l work is  given in co-operatives in making income 
tax reports and by completing one bookkeeping set fo r  a business.

I I  PROSPECTUS OF BEGINNING BOOKKEEPING
(second semester)



COURSE OF STUDY I N  B E G IN N IN G  BOOKKEEPING

( S e c o n d  S e m e s t e r ) )

Note: This course is  taught by use o f the fo llow ing :

Textbook: ”20th Century Bookkeeping & Accounting”
Carlson-Prickett-Forkner

Workbook: For above with working papers

Test M aterials: 1, Chapter tests  taken from workbooks.

2. Printed tests  bought from South-Western 
Publishing Co.

Other M aterials: 1« Federal Income Tax forms

2. State Income Tax forms

3* C ollins Practice Set with Business 
Papers. ( I  hope)

Unit I  (Feb,. 24 to Mar» 5) Work to be done at the end o f a 
f is c a l  period.

1. Study o f the Financial Reports
(chap. 16 in  te x t )

a. Complete Ex 46 and 4?

2. Adjusting and Closing the ledger
(Chap. 17 in  te x t ) 

a. Complete Ex 49 and 50

Unit I I  Presenting Adjusting Entries. (5 weeks Mar. 8 to Apr. 9)

1. Depreciation o f Fixed Assets
(Chap 19 in  te x t )

a. Complete Ex 52 and 53

2. Bad Debts and Accounts Receivable
(Chap 20 in te x t )

a. Complete Ex 55 and 56

3* In terest and Bank Discount 
(Chap 21 in te x t )

a. Complete Ex 58 and 59

4. Accrued Income and Accrued Expense 
Accounts

(Chap 22 in  te x t )
a. Complete Ex 61



5* Social Security faxes and Income fax 
(Chap 23 in  te x t )

a. F i l l  in  Income fax forms obtained 
from State Dept.

b. Make out Federal Income fax forms 
obtained from Dept o f In ternal 
Revenue

c. Ex 62, Ex 64, Ex 65

6. Comprehensive te s t over Chapters 
19— 23 given.

Unit I I I  April 12 to May 21 (6 weeks)

1. The Collins Practice Set with Business 
Papers

a* Two month*s business is  completed.

b. Frequent tes ts  are given.

Note: I f  th is  set is  not furnished, the 
class.,-will complete the Walker 
Practice set given in  Chapter 18 
o f the tex t and work only 4 weeks.

Unit IV  Introducing the Columnar Journal May 24 to June 11
(Three weeks)

1. Columnar Cash Records
(Chap 24 in  te x t ) 

a. Complete Ex 66 and 67

2. R e ta il Store Bookkeeping Systems
(Chap 25 in  te x t ) 

a. Complete Ex 68 and 70}

3. Notes and Trade Acceptance
(Chap 26 in  te x t ) 

a. Complete Ex 71 and 72

4. Commercial Draft
(Chap 27 in  te x t )

. a. Complete 73 and 74

5. Comprehensive tes t given over the un it.

Unit V Types o f Business Organisations (June 14 to end o f school)

I  Partnerships
(Qhap 28 in  te x t ) 

a. Complete 75--77



I I  Corporations
(Chap 30 in  te x t )

a. Complete 78—80

I I I  Co-operations
(Chap 30 in  Text) 

a* Several Ehamplets to be read.

b. Bookkeeping fo r  Cooperatives
(Ref Book) to be used.



O B J E C T IV E S  OF B E G IN N IN G  SHORTHAND

( o n e  y e a r  c o u r s e )

T o  d e v e l o p  a  h i g h  d e g r e e  o f  s k i l l  i n  r e a d i n g  f r o m  p r i n t e d  
s h o r t h a n d *

T o  a c q u i r e  a c c u r a c y  i n  w i i t i n g  s h o r t h a n d  f o r m s .

T o  a t t a i n  a  r e a s o n a b l e  d e g r e e  o f  s p e e d  i n  w r i t i n g  f r o m  
d i c t a t i o n ,  s u c h  a s ,  s p e e d  o f  60 f o r  n e w  m a t e r i a l  a n d  8 0  f o r  
p r a c t i c e d  c o p y .

T o  l a y  a  f o u n d a t i o n  f o r  r a p i d  a n d  a c c u r a t e  t r a n s c r i p t i o n  
o n  t h e  t y p e w r i t e r .

PROSPECTUS OF B E G IN N IN G  SHORTHAND 

I n  t h e  b e g i n n i n g  s h o r t h a n d  c o u r s e  f l u e n t  r e a d i n g  o f  t h e  

G r e g g  s y s t e m  o f  s h o r t h a n d  f r o m  p r i n t e d  c o p y  i s  a c h i e v e d .  

A f t e r  a  r e c o g n i t i o n  o f  s h o r t h a n d  f a r m s  i s  g a i n e d  a  g o o d  

w r i t i n g  t e c h n i q u e  i s  a c q u i r e d .  A t  t h e  c o m p l e t i o n  o f  t h i s  

c o u r s e  t h e  s t u d e n t  i s  a b l e  t o  w r i t e  s h o r t h a n d  a t  60  w o r d s  

p e r  m i n u t e .  T h e  s t u d e n t s  e n r o l l e d  i n  t h i s  c o u r s e  s h o u l d  

a l s o  e n r o l l  i n  t y p i n g  I  o r  h a v e  t h e  a b i l i t y  t o  t y p e  a t  

30 wpm.



L u c i l l e  F r i e d m a n

COURSE OF STUDY , SHORTHAND I ,  
S e c o n d  s e m e s t e r

T e x t b o o k :  G r e g g  S h o r t h a n d ,  F u n c t i o n a l  M e t h o d s ,  P a r t  I I

A i m s  a n d  O b j e c t i v e s ?

1 «  T o  c o m p l e t e  t h e  t h e o r y  o f  G r e g g  S h o r t h a n d  a s  p r e s e n t e d  i n  
t h e  m a n u a l ,  P a r t  I I .

2 .  T o  d e v e l o p  a  r a p i d  S k ill i n  r e a d i n g  f r o m  p r i n t e d  s h o r t h a n d

3 .  T o  d e v e l o p  a  f a i r  d e g r e e  o f  s k i l l  i n  s i m p l e  n e w  m a t e r i a l  
w h i c h  h a s  b e e n  p r e v i e w e d .  A  s t u d e n t  s h o u l d  b e  a b l e  t o

w r i t e  a b o u t  40  w o r d s '  a  m i n u t e  o n  n e w  m a t t e r  a n d  a b o u t  80  
w o r d s  p e r  m i n u t e  f r o m  d i c t a t i o n  o n  p r a c t i c e d  m a t e r i a l .

4 .  T o  l a y  t h e  f o u n d a t i o n  f o r  a c c u r a t e  t r a n s c r i p t i o n  o f  s h o r t ­
h a n d  n o t e s  t h r o u g h  t r a i n i n g  i n  s e n t e n c e - s e n s e  a n d  s p e l l i n g .

LESSON P L A N S :  ASS IGNM ENT

One  a s s i g n m e n t  i s  p r e s e n t e d  i n  e a c h  p e r i o d .  E a c h  l e s s o n  i s  
t o  be -  r e a d  b y  t h e  s t u d e n t  b e f o r e  a n y  w r i t i n g  i s  d o n e .  T h e n  
t h e  s t u d e n t  p r a c t i c e s  t h e  m a t e r i a l ,  s t o p p i n g  t o  m a s t e r  a n y  
d i f f i c u l t  o u t l i n e s  w h i c h  h e  e n c o u n t e r s .  A f t e r  s u c h  
p r e l i m i n a r y  p r a c t i c e ,  t h e  s t u d e n t  w r i t e s  t h e  e n t i r e  a s s i g n m e n t  
t h r o u g h  o n c e ,  t o  b e  r e a d  f r o m  n o t e s  i n  c l a s s .

T h e  a b o v e  i s  t h e  a s s i g n m e n t  f o r  e a c h  d a y .  E v e n  t h o u g h  a n  
a s s i g n m e n t  i s  n o t  m a d e  e a c h  d a y ,  t h e  s t u d e n t s  u n d e r s t a n d  t h a t  
t h e y  a r e  t o  g o  a h e a d  w i t h  t h e  n e x t  l e s s o n ,  r e a d i n g  a n d  w r i t i n g  
t h e  m a t e r i a l  a s  e x p l a i n e d  a b o v e .  T h i s  p r o c e d u r e  h a s  b e e n  g i v e n  
t o  t h e m  i n  t h e  f i r s t  c l a s s  p e r i o d  a s  t h e  m e t h o d  t h e y  a r e  t o  
f o l l o w  t h r o u g h o u t  t h e  s e m e s t e r .

C LAS S  WORK

I n  c l a s s ,  e a c h  s t u d e n t  i s  a s k e d  b r i e f l y  t o  r e a d  a  f e w  s e n t e n c e s  
o f  t h e  s h o r t h a n d  i n  h i s  n o t e b o o k .  T h i s  m e t h o d  r e v e & l s  t h o s e  
s t u d e n t s  w h o  h a v e  n o t  d o n e  t h e i r  a s s i g n m e n t ,  a n d  a l s o  p r o v i d e s  
p r a c t i c e  i n  r e a d i n g  b a c k  m a t e r i a l  w r i t t e n  a  d a y  b e f o r e .  P r a c t i c e  
i n  r e a , d i n g  s o - c a l l e d  Mc o l d M n o t e s  i s  v a l u a b l e .

A f t e r  t h e  r e a d i n g  f r o m  t h e i r  own n o t e s ,  t h e  p r e s e n t a t i o n  o f  n e w  
w o r d s  a n d  s p e c i a l  f o r m s  i s  m a d e  o n  t h e  b o a r d  b y  t h e  t e a c h e r .  
C o n c e r t e d  r e a d i n g  b a c k  o f  i i h e  f o r m s  o n  t h e  b l a c k b o a r d  f i x e s  t h e s e  
n e w  w o r d s  i n  t h e  s t u d e n t ' s  m i n d s .  A s  e a c h  o u t l i n e  i s  w r i t t e n  
o n  t h e  b o a t d ,  t h e  e l a s s  r e a d s  t h e  f o r m ,  b e f o r e  a n o t h e r  o u t l i n e  
i s  p i . c e d  on  t h e  b o a r d .  N o  f o r m a l  s t a t e m e n t  o f  a n y  r u l e s  i s  
g i v e n  a t  a n y  t i m e .  T h e r e  i s  n o  m o m e n t  i n  t h e  c l a s s  t i m e  w h e n  
e i t h e r  r e a d i n g  o f  s h o r t h a n d  o r x x i x x t x g  o f  s h o r t h a n d  i s  n o t  
b e i n g  d o n e .  / w r i t i n g



t h e  p r i n t e d  s h o r t h a n d  w h e n e v e r  t h e y  a r e  i n  d o u b t  a b o u t  t h e  
c o r r e c t  f o r m a t i o n  o f  a n  seek o u t l i n e .

A b o u t  t h e  sam e  p r o c e d u r e  i s  f o l l o w e d  e v e r y  d a y ,  w i t h  i n c r e a s i n g  
s p e e d  o f  d i c t a t i o n .  S t u d e n t s  r e a d  b a c k  t h e i r  s h o r t h a n d  n o t e s  
a f t e r  e a c h  " t a k e ” .

SCHEDULE G3P TE S T S

A t  t h e  e n d  o f  e a c h  c h a p t e r  i n  t h e  m a n u a l ,  a  d i c t a t i o n  t e s t  
i s  g i v e n .  S o m e t i m e s  t h i s  i s  v a r i e d  w i t h  a  ’’ r e a d i n g  b a c k ” o r  * 
t r a n s c r i p t i o n  t e s t  . S t u d e n t s  t r a n s c r i b e  f o r  5 m i n u t e s  a n d  
a r e  a l l o w e d  a  m in im u m  o f  4 e r r o s ,  o r ,  d e p e n d i n g  u p o n  t h e  d i f f i c u l t y  
o f  t h e  m a t e r i a l ,  a  l o w e r  o r  h i g h e r  n u m b e r .



I OBJECTIVES Of BlGIlïïIïïG TYPEWRITING 
(one year course)

To acquaint the student with the mechanical parts of the various makes o f 

typewriters and their care and maintenance•

To teach the standard keyboard by the touch system,

Through repetitive  practice and d r il ls  enable the student to attain  a high 

degree o f accuracy and a fa ir  degree o f speed — (possibly a minimum of 35 

words with 95$ accuracy.)

To teach related typewriting techniques, such ad: symbols, t&oul&ting, 

setting up le t te r  forms, cutting stencils, invoices, etc.

To enable the student to use the typewriter as a rapid and e ffe c t iv e  instru­

ment fo r personal use throughout the remainder of his school career and his

la te r  l i f e .

I I  PROSPECTUS Of BlGISlIIifG TYPEWRITING 
( f i r s t  semester)

Mastery o f the standard keyboard by the touch system o f typewriting is 

achieved. Simple typewriting techniques are learned. Speed and accuracy 

w ill  be acquired—with a minimum speed o f 25 wpm at the end o f the semester,



I

OBJSO T I V S S  OF B U S IN E S S
E N G L IS H — o n e  y e a r  c o u r s e

* T o  r e v i e w  t h e  r u d i m e n t s  o f  g r a m m a r  a n d  p u n c t u a t i o n .

2. T o  i n c r e a s e  t h e  s t u d e n t ’ s  v a c a b u l a r y .

3 .  T o  i m p r o v e  h i s  s p e l l i n g  a b i l i t y .

4. T o  g i v e  p r a c t i c e  i n  w r i t i n g  v a r i o u s  f a r m s  a n d  t y p e s  o f  
l e t t e r s ,  b o t h  p e r s o n a l  a n d  b u s i n e s s .

5. T o  g i v e  p r a c t i c e  t h r o u g h  b u s i n e s s  s i t u a t i o n s  w h e r e  o r a l  
E n g l i s h  i s  i n v o l v e d !  s u c h  a s ,  s p e e c h e s  f o r  s p e c i a l  
f u n c t i o n s ,  t e l e p h o n e  c o n v e r s a t i o n s ,  i n t e r v i e w s ,  r e c e p t i o n ­
i s t  w o r k ,  s t a f f  m e e t i n g s ,  e t c .

PROSPECTUS OF B U S IN E S S  E N G L IS H

T h i s  c o u r s e  i n c l u d e s  a  r e v e i w  o f  f u n d a m e n t a l  p r i n c i p l e s  o f  

English g r a m m a r  a n d  t h e  a p p l i c a t i o n  o f  t h e s e  p r i n c i p l e s  t o  

b u s i n e s s  l i t e r a t u r e .  A ll t y p e s  a n d  f o r m s  o f  l e t t e r s ,  b o t h  

b u s i n e s s  a n d  p e r s o n a l ,  w i l l  b e  w r i t t e n .  G o o d  h a b i t s  o f  

o r a l  E n g l i s h  w i l l  b e  g a i n e d  t h r o u g h  c r e a t i o n  o f  b u s i n e s s l i k e  

c o n d i t i o n s  i n  t h e  c l a s s r o o m .



L u c ille  Friedman

COURSE OF  STUDY-*

B U S IN E S S  E N G L IS H  -  s e c o n d  s e m e s t e r ,
F e b r u a r y -  J u n e ,  1 9 4 3

T e x t  i B u s i n e s s  E n g l i s h : J .  W a l t e r  R o s s  

S o u t h - W e s t e r n  P u b l i s h i n g  C o *

1 . T o  l e a r n  t h e  m e c h a n i c a l  d e t a i l s  o f  w r i t i n g  a  l e t t e r ,
s u c h  a s  t h e  p a r t s  o f  t h e  l e t t e r ,  c o r r e c t  f o r m s  o f  s a l u t a t i o n  
a n d  c l o s i n g .

2 .  T o  l e a r n  t h e  e s s e n t i a l  p a r t s  o f  t h e  b o d y  o f  a  l e t t e r ,  s u c h  
a s  m a r g i n s  a n d  s p a c i n g ;  p a r a g r a p h i n g ;  a b b r e v i a t i o n s ;  
s i g n a t u r e s ,  a n d  t h e  f o l i n g  o f  a  b u s i n e s s  l e t t e r .

3 .  T o  l e a r n  t o  c o m p o s e  a  b u s i n e s s  l e t t e r  w i t h  u n i t y ,  c l a r i t y ,  
a n d  b r e v i t y ,  a s  w e l l  a s  t o  l e a r n  t o  a d j u s t  t h e  c o n t e n t s

o f  t h e  l e t t e r  t o  t h e  a i m  o f  t h e  l e t t e r *

4 .  T o  l e a r n  c o r r e c t  v o c a b u l a r y  i n  t h e  c o m p o s t i o n  o f  t h e  
b u s i n e s s  l e t t e r ,  a v o i d i n g  h a c k n e y e d  p h r a s e s .

5 .  T o  l e a r n  t h e  common t y p e s  o f  b u s i n e s s  l e t t e r s

6. T o  b e c o m e  a c q u a i n t e d  w i t h  t h e  v a r i o u s  f o r m s  o f  r e m i t t a n c e  
o f  m o n e y ,  s u c h  a s  m o n e y  o r d e r s ,  c e r t i f i e d  c h e c k s ,  e t c .

7 .  T o  l e a r n  r a p i d  f o r m s  o f  c o m m u n i c a t i o n  b y  t e l e p h o n e  a n d  
t e 3 e  g r a p h

P l a n s  :
o f f i c e

T h e  c l a s s r o o m  i s  t o  b e  an i n  w h i c h  e a c h  s t u d e n t s
w i l l  b e  a p p o i n t e d  J u n i o r  c o r r e s p o n d e n t .  T h e r e  w i l l  b e  a  s e r i e s  
o f  l e t t e r s  w r i t t e n b e t w e e n  t h e  j u n i o r  c o r r e s p o n d e n t  a n d  a  f i r m .  
T h e  s t u d e n t * s  w i l l  c r i t i c i z e  t h e  l e t t e r s  o f  o t h e r s  , i n  a c c o r d  
w i t h  a  b u s i n e s s  l e t t e r - w r i t i n g  s t a n d a r d ,  a n d  s u g g e s t  i m p r o v e ­
m e n t s .

One  d a y  e a c h  w e e k  i s  t o  b e  s p e n t  i n  r e v i e w  o f  g r a m m a r ,  u s i n g  t h e  
" E f f e c t i v e ^ S p e e c h "  s e r i e s  p u b l i s h e d  b y  t h e  B e t t e r  S p e e c h  I n s t i t u t  
S t u d e n t s  w i t h  a n y  s p e c i a l  g r a m m a t i c a l  d i f f i c u l t y  w i l l  b e  a s s i g n e d  
s e c t i o n s  i n  t h e  t e x t b o o k  w h i c h  w i l l  h e l p  t h e m .



U n i t  I -  T h e  f o r m  o f  t h e  b u s i n e s s  l e t t e r

F e b r u a r y  2 3 - 2 8 -: M e c h a n i c s  o f  t h e  l e t t e r ;
1 . h e a d i n g
2. d a t e
3 .  i n s i d e  a d d r e s s
4 .  s a l u t a t i o n
5 .  b o d y  o f  l e t t e r
6. p a g e  i d e n t i f i c a t i o n
7 .  c o m p l i m e n t a r y  c l o s i n g .

C h p a t e r  1 0 ,  p a g e s  211  t h r o u g h  2 3 5 ,  w i t h  e x e r c i s e s  a s  d e s i g n a t e d  t h e r e i n .  

U n i t  I I -  C o m p o s i t i o n  o f  t h e  b u s i n e s s  l e t t e r - -

1 -  U n i t y (  A s s i g n m e n t s  1 8 1 ,  p .  2 3 7 )  F s b  M a r c h  I -  2
2 -  C o h e r e n c e  ( A s s i g n m e n t  1 8 2 ) M a r c h  3 - 4
3 .  E m p h a s i s -  M a r c h  5 t h ,  6 t h .

T e s t  o n  w r i t i n g  l e t t e r s  i n  a c c o r d a n c e  w i t h  p r i n c i p l e s  a b o v e  
e x p r e s s e d •

U n i t  I I I -  V o c a b u l a r y - -  ( M o t e t  a l t h o u g h  a  w e e k  i s  s p e n t  on  t h i s  
S t u d y  u n i t  h e r e ,  e m p h a s i s  i s  g i v e n  t o  c h o i c e

A v o i d  t r i t e  p h r a s e s  o f  w o r d s  a l l  t h e  w a y  t h r o u g h  t h e  c o u r s e )

M a r c h  8 t h  t h r o u g h  i :& fc : te .22nd.

U s e  o f  t h e  d i c t i o n a r y ;  s p e e d  i n  u s i n g  t h e  d i c t i o n a r y ;  
c o n t e n t s  o f  a  d i c t i o n a r y ; c o r r e c t  w o r d s ;  l a n g u a g e  s e n s e .

U n i t  I V -

L e t t e r s  o f  I n q u i r y  a n d  R e p l y -  S B t a x x  M a r c h  2 2 n d  t h r o u g h  A p r i l  5 t h

L e t t e r s  O r d e r i n g  G o o d s - - a n d  R e p l i e s  t o  O r d e r s  -  A p r i l  5 t h -  1 9 t h

F o r m s  o f  R e m i t t a n c e -  R e m i t t a n c e  L e t t e r s -  A c k n o w l e d g e m e n t  o f  
P a y m e n t - -  A p r i l  1 9 t h  t h r o u g h  M a y  3 r d .

H u r r y - b p  L e t t e r s  a n d  R e p l i e s -  M a y  3 r d  t h r o u g h  1 7 t h .

U n i t  V —  A d j u s t m e n t  L e t t e r s

E m p h a s i s  i s  s h i f t e d  h e r e  f r o m  ’’m e c h a n i c s ” o f  l e t t e r  w r i t i n g  t o  
l e t t e r s  w h e r e  s u b j e c t  m a t t e r  o r  " w h a t  t o  s a y ” b e c o m e s  o f  p r i m e  
i m p o r t a n c e ,  a s  w e l l  a s  " h o w  t o  s a y ” act t h e  c o n t e n t s  o f  t h e  l e t t e r ,  
l a y  1 7 t h  t h r o u g h  J u n e  2 5 t h .
A d j u s t m e n t  l e t t e r s ;  c o l l e c t i o n  l e t t e r s ;  f o r m  l e t t e r s ;  l e t t e r s  
o f  i n t r o d u c t i o n  a n d  r e c o m m e n d a t i o n ;  t e l e g r a m s ,  e t c .  a r e  h e r e  
d i s c u s s e d .

* V;



I O B J E C T IV E S  FOR ADVANCED BOOKKEEPING

I .  T o  i n c r e a s e  t h e  s t u d e n t ' s  k n o w l e d g e  o f  b o o k k e e p i n g  p r o c e d u r e s

I I *  T o  e n a b l e  t h e  s t u d e n t  t o  a p p l y  h i s  k n o w l e d g e  o f  t h e  b o o k ­
k e e p i n g  c y c l e  t o  s o l e  p r o p r i e t o r s h i p ,  p a r t n e r s h i p  a n d  
c o r p o r a t e  a c c o u n t i n g .

I I I .  T o  t e a c h  t h e  s t u d e n t  t o  a n a l y z e  c o r r e c t l y  r e p o r t s  f o r  t h e
p u r p o s e  o f  m a k i n g  i n c o m e  t a x  r e p o r t s ,  f o r  b u y i n g  a n d  s e l l i n g ,

I V ,  T o  t e a c h  t h e  s t u d e n t  t o  a p p l y  t h e  p r i n c i p l e s  o f  a d v a n c e d  
b o o k k e e p i n g  t o  r p o f e s s i o n a l  a n d  p e r s o n a l  r e g u i r m e n t s .

V .  T o  i n c r e a s e  t h e  s t u d a i i t ' s  k n o w l e d g e  a n d  u n d e r s t a n d i n g  o f  
common b u s i n e s s  a n d  b o o k k e e p i n g  t e r m s .

V I ,  T o  i n c r e a s e  t h e  s t u d e n t ' s  k n o w l e d g e  a n d  u n d e r s t a n d i n g  o f  
common b u s i n e s s  f o r m s  a n d  p r o c e d u r e s ,

V I I .  T o  g i v e  t h e  s t u d e n t  a  g r e a t e r  u n d e r s t a n d i n g  o f  t h e  i n t e r ­
r e l a t i o n s h i p  o f  b u s i n e s s  i n  a  p r o v a t e  e n t e r p r i s e  s e t - u p  a s  
w e l l  a s  o n  a  c o o p e r a t i v e  b a s i s ,

V I I I *  T o  i m p r e s s  u p o n  t h e  s t u d e n t  t h e  v a l u e  o f  g a i n i n g  g o o d w i l l  
i n  a l l  b u s i n e s s  d e a l i n g s ,

I X .  T o  e n a b l e  t h e  s t u d e n t ,  t h r o u g h  h i s  k n o w l e d g e  o f  p a r t n e r s h i p  
a n d  c o r p o r a t i o n  a c c o u n t i n g ,  t o  p a r t i c i p a t e  i n  s o m e  s u c h  
b u s i n e s s  o r g a n i z a t i o n  i n  h i s  c o m m u n i t y .

X ,  To' t e a c h  t h e  s t u d e n t  t h e  v a l u e  o f  h o n e s t y  i n  a l l  b u s i n e s s  
d e a l i n g s ,

I I*  P r o s p e c t u s  o f  A d v a n c e d  B o o k k e e p i n g

T h e  s t u d e n t  i s  i n t r o d u c e d  t o  b o o k k e e p i n g  p r i n c i p l e s  
i n  m o r e  c o m p l e x  b u s i n e s s  o r g a n i z a t i o n s ,  s u c h  a s  p a r t n e r s h i p s ,  
c o r p o r a t i o n s  a n d  c o o p e r a t i v e s .  R e q u i r e m e n t s  f o r  p r o f e s s i o n a l  
a n d  p e r s o n a l  r e c o r d  k e e p i n g  a r e  s t u d i e d ,  a n d  p r a c t i c e  s e t s  
i n v o l v i n g  a d v a n c e d  b o o k k e e p i n g  p r i n c i p l e s  a r e  c o m p l e t e d .  
P r e r e q u i s i t ® - - B o o k k e e p i n g  I



BOOKKEEP ING  I I

LESSON O U T L IN E  FOR COURSE FOR SECOND SEMESTER

I -  ADJUSTMENTS OF ACCOUNTS

1-  ACCRUALS AND DEFERRED CHARGES
F e b r u a r y  2 4 t h  t o  M a E c h  5 t h

2 -  D E P R E C IA T IO N  AND D E P L E T IO N
M a r c h  8 t h  t o  1 2 t h .

/ : 3 -U N C O L L E C T IB L E  ACCOUNTS AND NOTES .
M a r c h  1 5 t h  t o  1 9 t h *

I I - O R G A N IZ A T IO N  OF AND ACCOUNTING FOR CORPORAT IONS

1-  C H A R A C T E R I S T I C S  OF A  C O RP O RA T IO N
M a r c h  2 4 feh. t o  A p r i l  2 n d *

2-  O R G A N IZ A T IO N  OF A  CORPORATION
A p r i l  5 t h  t o  9 t h ,

3-  CORPORATE RECORDS AND CO RPO RA T IO N  F I N A N C I A L  REPORTS
A p r i l  12- th  t o  1 6 t h .

I I I -  ACCOUNTING FOR PURCHASES AND ‘S A L E S .
1 -
1 -  C . O . D .  SALES  AND PURCHASES AND IN S T A L L M E N T  SALES.

A p r i l  1 9 t h  t o  2 3 r d .
2-  CONSIGNMENT SALES

A p r i l  2 6 t h  t o  3 0 t h ,
3-  DEPARTMENTAL PURCHASES AND SA LES

M a y  3 r d  t o  7 t h ,
4 -  THE VOUCHER SYSTEM

M a y  1 0 t h  t o  1 4 t h *

I V -  MANUFACTURING ACCOU NT ING

1 -  RECORDS OF MANUFACTURING B U S IN E S S
M a y  1 7 t h  t o  2 8 t h .

2 -  REPORTS  OF A  MANUFACTURING B U S IN E S S
M a y  3 1 s t  t o  J u n e  4 t h

V -  A N A L Y S I S  OF REPORTS

1 -  NUMERICAL C L A S S I F I C A T I O N  OF ACCOUNTS AND R A T I O  
A N A L Y S I S  OF F I N A N C I A L  REPORTS

J u n e  7 t h  t o  1 1 t h  '
2-  COM PARAT IVE  REPORTS AND GRAPHS ..AND B U S IN E S S  BUD J E T S

J u n e  1 4 t h  t o  1 8 t h  
' 3 -R E V IE W S  AND TE STS

J u n e  2 1 s t  t o  2 5 t h ,

I F  P R A C T IC E  SET FOR C O R P O R A T IO N  . .ACCOUNTING A R R I V E S ,  I T  
W I L L  BE S U B S T IT U T E D  FOR PA RT  OF S E C T IO N  I I I  AND S E C T IO N  V  
W I L L  BE O M IT T E D .



I OBJECTIVES OF o m c s  PEACH CD

(one year course)

fo  develop su ffic ien t stenographic s k il l  to enable the student to f i l l  a secret­

aria l position successfully.

fo  build language sk ills , such as: vocabulary, spelling, grammar, and punctuation, 

fo  prepare the student fo r  related c le r ica l duties involving the use of o ffic e  

machines, including mimeograph, duplicating machine,. adding machine, comptometer, 

and an acquaintance with specialized machines.

fo train the student to receive ca llers courteously, pleasantly and in te llig en tly  

through the mediums of le tte rs , personal ca lls , or by telephone, 

fo fam iliarize the student with financial forms, banking procedures, government 

forms and regulations, and legal forms.

fo  give the student a working knowledge o f use of d irectories, business reference 

books, travel schedules, time tables, and to encourage resourcefulness in obtaining 

any needed information.

fo acquaint the students with f i l in g  methods, equipments, and procedures. 

fo  introduce the student to o ff ic e  materials and equipment and to tra in  him in their 

proper use and conservation,

fo  preñare the student for a job—finding campaign.

fo  develop in the student certain personality tra its  and personal habits such as: 

personal appearance, a b ility  to work well with others, a b ility  to meet the public, 

loya lty  to employer and other equally important qualities requisite to success 

in a secretaria l position .

I I ,  P r o s p e c t u s

I n  t h i s  c o u r s e  s t e n o g r a p h i c  s k i l l s  a r e  d e v e l o p e d  t h r o u g h  p r a c t i c e  
a n d  d r i l l .  O f f i c e  p r o c e d u r e s  a r e  t a u g h t  i n  r e a l  l i f e  s i t u a t i o n s .  
A c q u i s i t i o n  o f  p e r s o n a l i t y  t r a i t s  a n d  h a b i t s  f o r  e a s y  a d j u s t m e n t  t o  
o f f i c e  l i f e  a r e  s t r e s s e d .  P r e r e q u i s i t e s  a r e  S h o r t h a n d  I  a n d  T y p e w r i t i n g



COURSE OF STUDY FOR OFFICE PRACTICE AND 
TRANSCRIPTION

I *  T r a i n i n g  s t u d e n t  f o r  s p e c i f i c  d u t i e s  i n v o l v i n g  p e r s o n a l i t y  
t r a i t s ,  s u c h  a s ;  ( F e b .  24  t o  M a r c h  1 2 )
1 ,  R e c e i v i n g  c a l l e r s  c o u r t e o u s l y
2 ,  A n s w e r i n g  t e l e p h o n e  c a l l s
3 ,  T e l e g r a m s ,  c a b l e g r a m s ,  e t c *
4 «  G e t t i n g  a l o n g  w i t h  c o - w o r k e r s  a n d  e m p l o y e r

I I .  M a k i n g  I t i n e r a r y ,  r e p o r t s , a r r a n g i n g  f o r  b u s i n e s s  t r i p s .
( M a r c h  1 5  t o  M a r .  2 0 )

1 .  T r a v e l i n g  w i t h  t h e  e m p l o y e r
2. 11 f o r  t h e  e m p l o y e r
3* A r r a n g i n g  f o r  b u s i n e s s  t r i p s

I I I .  C a r e  o f  M o n e y  a n d  b a n k  a c c o u n t s  ( M a r c h  23  t o  A p r i l  2 )
1 *  W r i t i n g  o f  c h e c k s
2 .  B a n k i n g  s e r v i c e s
3 .  N o g o t i a b l e  i n s t r u m e n t s
4 .  W a ys  t o  h a n d l e  m o n e y  c o r r e c t l y
5 .  M a k i n g  o u t  o f  p a y r o l l s
6.  F i n a n c i a l  r e c o r d s  a n d  r e p o r t s

I V .  I n s u r a n c e  and  l e g a l  p r o b l e m s  ( A p r i l  5 t o  A p r i l  1 0 )
1 ,  T y p e s  o f  i n s u r a n c e
2 .  L e g a l  f o r m s

30
V .  W r i t i n g  l e t t e r s  ( A p r i l  1 8  t o  A p r i l  2 8 )

1 .  L e t t e r s  c o m m o n l y  w r i t t e n  b y  s t e n o g r a p h e r
2 .  P r a c t i c e  i n  w r i t i n g  l e t t e r s
3 .  w w r e p o r t s  .

V I .  F a m i l i a r i z i n g  t h e  s t u d e n t  w i t h  b u s i n e s s  
a n d  r e f e r e n c e  m a t e r i a l s , s u c h  a s ;

1 .  T r a v e l  s c h e d u l e s
2. t i m e  t a b l e s
3 .  T e l e p h o n e  d i r e c t o r i e s  
4 *  C r e d i t  r a t i n g  b o o k s
5 .  M&ps
6. C i t y  d i r e c t o r i e s ,  e t c .

V I I .  P r e p a r i n g  s t u d e n t  f o r  j o b - f i n d i n g  c a m p a i g n  b y ;
1 .  How t o  f i n d  j o b  o p e n i n g s  ( M a y  1 6  t o  e n d  o f
2 ,  How t o  w r i t e  a p p l i c a t i o n  l e t t e r s  S e m e s t e r )
3 ,  How t o  m ake  p e r s o n a l  a p p l i c a t i o n s
4 .  When a n d  h o w  t o  c h a n g e  p o s i t i o n s

N o t e ;  T h e  a b o v e  m a t e r i a l  w i l l  b e  s u p p l e m e n t e d  b y ;
1 .  T r a n s c r i p t i o n  p r a c t i c e
2 ,  D r i l l s  t o  i n c r e a s e  k n o w l e d g e  o f  E n g l i s h  v o c a b u l a r y

a n d  s h o r t h a n d  v o c a b u l a r y ,
3 .  D r i l l s  i n  s p e l l i n g ,  p u n c t u a t i o n  a n d  g r a m m a r
4 ,  A s s i g n m e n t s  t o  v a r i o u s  t e a c h e r s  f o r  p r a c t i c a l  w o r k

d irec to ries  Ajsxxl
(May 1 tolfc)

April
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OBJECTIVES OF ADVANCED TYPEWRITING 
(one year course)

1* By means of r ep e t it iv e  practice and d r i l l ,  to enable the student 

to a tta in  a high degree of speed and accuracy, (60 words with 

95# accuracy,)

2, To g ive  the student practice in  taking d ic ta tion  at the typew riter,

3, To further knowledge o f business le t t e r  forms, lega l forms, in­

vo ices , telegrams and other means o f communication used in the 

business world,

4, To give additional practice on duplicating machines,

5, To enable the student to set up and type any kind o f material with­

out deta iled  instructions,

PROSPECTUS TYPING I I — one year course 

Typewriting speed, accuracy and s k il l  are b u ilt through d r i l l  and 

through performance o f work generally required in  an o f f ic e  s i t ­

uation, Students enrolled in th is course must have completed 

Typewriting I ,  or be able to type about 25 words per minute, (One 

year o f typ in g .)



I  COURSE OF STUDY FOR ADVANCED T Y P E W R I T I N G

I* .  R e v i e w  o f  ( F e b .  24  t o  M a r c h  5 )
1 *  P a r | s  o f  t h e  m a c h i n e
2 .  T a b u l a t i n g  r u l e s
3 .  L e t t e r  f o r m s
4 .  C e n t e r i n g  r u l e s
5 .  S y m b o l s  a n d  p u n c t u a t i o n  r u l e s ,

I I ,  T y p i n g  o f  l e t t e r s  ( M a r c h  8 t o  M a r c h  2 6 )

1 .  L e t t e r  t e s t s
2 .  D i f f e r e n t  s t y l e s  o f  l e t t e r s
3 .  T w o - p a g e d  l e t t e r s
4 .  E n v e l o p e s
5 .  C o r r e c t  p l a c e m e n t

I I I . M i s c ,  t y p e s  o f  t y p e d  a r t i c l e s  ( M a r c h  29 t o  A p r i l  2 3 )
1 .  C a r d s  f o r  c a r d  f i l e s
2 .  T e l e g r a m s
3 .  I n v o i c e s
4 .  S t a t e m e n t s
5 .  C h e c k s

I V .  S t e n c i l  C u t t i n g  ( A p r i l  26 t o  M a y  1 )
1 .  C u t t i n g  t h e  s t e n c i l
2 .  C o r r e c t i n g '  t h e  s t e n c i l
3 .  R u h h i n g  t h e  s t e n c i l

V .  T a b u l a t i o n  ( l a y 4  t o  M a y  1 4 )
1*  R e v i e w  o f  t a b u l a t i o n  r u l e s  
2 ,  E x e r c i s e s  o f  v a r i o u s  t y p e s

V I .  L e g a l  f o r m s  ( M a y  17  t o  M ay  2 8 )
1 .  T y p e s  o f  l e g a l  f o r m s
2 .  How t o  f i l l  i n  l e g a l  f o r m s

V I I .  R o u g h  D r a f t s  ( M a y  31 t o  J u n e  5 )
1 .  R o u g h  d r a f t  r u l e s

V I I I ,  P u n c t u a t i o n  a n d  s e t t i n g  up  o f  l e t t e r s  ( J u n e  8  t o  e n d  o f  
a n d  r e p o r t s .  S e m e s t e r )

I X .  W r i t i n g  o f  s i m p l e  l e t t e r s

1 .  C o n s t r u c t i o n  o f  l e t t e r s
2 ,  F o r m  l e t t e r s

X .  F r e q u e n t  s p e e d  a n d  a c c u r a c y  t e s t s  w i l l  b e  g i v e n  
t h r o u g h o u t  t h e  s e m e s t e r ,

D r i l l s  t o  p r o m o t e  g o o d  p o s t u r e ,  f i n g e r  m o v e m e n t ,  
r j g y t h m ,  a n d  v a r i o u s  t e c h n i q u e s  w i l l  b e  g i v e n  
e a c h  w e e k .



To: H. K. Walther 
From: Norreen Klein January 21» 1944

BGCKKEEP ING X

A simple picture of the whole bookkeeping cycle— opening, recording, sorting, 
summarizing, proving, analyzing, in terpreting, and closing— was presented, f i r s t  
through a service business, and second, through a mercantile business*  ̂ The use 
of a service business instead of a mercantile business,helped to sim plify the 
f i r s t  cycle. The mercantile business involved the entering of adjustments, and 
thus, the various elements of the bookkeeping cycle were expanded,

Class discussions on problems pertaining to the current topic were p a rt ic i­
pated in by most of the members of the c lass. Theoretical situations presented 
in the text were compared to p ractica l situations such as the Co-op store, class  
and club o ffic e s , etc.

Tests No*s. 1, 2, and 3 that accompany the text book were given to the stu­
dents. A ll  working papers and printed, study guides fo r each chapter 1 -  14 
in c lu sive , were completed,

TYPING X B

The follow ing goals were attained by the beginning third period typists  

this semester*

1, A workable knowledge of the essentia l typewriter parts,
2* The acquisition o f a steady, even stroke with as great a speed 

as possib le , with a minimum of errors,
,3 Mastery of ve rtica l and horizontal centering,
4* A b ility  to Mset-upM material co rrectly , a ttra c tiv e ly , and neatly , 
5, Workable knowledge of sy llab ication  ru le s ,

G IRAS’ GlEE GlUB ' C ; ' > a  • ; *  '

Sixty-two g i r l s ,  an accompanist, and a d irector have endeavored to form a 
g ir ls *  chorus that would cooperate together to achieve the follow ing goals:

1, Good intonation, n n .
2, To demonstrate their a b i lity  to react to the emotional stimuli

of text and music,
3 , Good enunciation,
4, Correct and p leasing interpretation,
5, Close and constant attention to the conductor,
6 , Favorable balance of parts,
7, Maintain correct posture.

The glee club participated in the follow ing programs during the semester;

1. Welcome assembly for the Tuleans,
2. Farewell assembly fo r Mr. Terry,
3. Thanksgiving assembly,
4. Christmas Assembly.
5. Annual Christmas program,
6 National Honor Society assembly.



(continued)
SHORTHAND I

The students began with a combination of the old Gregg method and the 
functional method of learning shorthand, They completed th irty -s ix  assign­
ments in Book I ,  Most of the members of the class have attained the stage 
where they can take simple d ictation in le g ib le  shorthand notes and trans­
cribe the d ictation in a neat, readable, attractive transcription. Some 
simple le t te r  forms have been learned. Some grammatical construction of 
sentences, and the use of the singular and the p lu ra l were emphasized.
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TYPING I I  B 

PERIOD IV

, v

Hiroko Asano........
Shigeko Fukuda.. .  
Tom Fukui..............

Jun Furüno............
L i l l i a n  Hori........
L i l l y  Kawano........
Akiko Morimoto...
Jane Nagai............
Setsumi S a it o . . . .  
Mitsuko S e ta .. . . .  
Kiyoshi Sugimoto.
A lice  üyeda..........
Yayoi U y e su g i....  
Betty Yamashita.. 
Grâce Yoshioka...

O ffice  Practice
. . . .  liifraT'̂ ftnninr̂ 'iT3
Mrr'TDiilliiaga and ypt̂  ÇU 

M r̂r"NSkamu tre Ç
..........Mr. Toyama
.O ffic e  P ractice
........Miss Reiser
.O ffic e  Practice v <
.. .Itës'&ï—Brummend ' %
. .  .Mrs* Bernhard 9 '
.........Miss Smith — /  n
....- Mr-v -’Paul kn cr Mi •
.O ffic e  Practice  
. .Mr. McNaughtxm h(Â ? ^

..Mrs. Sugahara^

TYPING I I  A 

PERIOD VI

T a k a k o  F u k u d a . ...................................................M r s .  L o e s c h  — p
M a r y  Hamamo t o .................................................M i s s  S p a r k m a n
J a c k  H o s h i z u ......................................................... . . D r .  T e r a m i
T o k i a  I b a ............................................................. M i s s  F h a k e r
M a y  K a m i k a w a .............................. , .......................... M i s s  C h a s e
M a s a k o  K a w a s a k i ................................................... M r s .  B o w e n
B e  
N a n c y  Me n d  a . - . .7 ; r ;  .■. ¿- T - r r - r y - r r r r O f  f T c ^ r a d T O e e
T e r u k o  M i y a n o ........................................................... M i s s  S a n d
A n n a  N a k a m o t o . ...................................... . . M i s s  M a t s u m o t o
A l i c e  N a k a m u r a ............................................. M r s .  B u c h a n a n  J>
A i k o  N a k a y a m a ...................... .. .....................M i s s  N i s h i g o r i ^
S u m ik o  S h i g a a n e .............................................. M i s s  C r a b i l l
E m ik o  S u g i m o t o .........................................O f f i c e  P r a c t i c e
T o s h l k o  T a k a i ..........................................  M i s s  C o l l i n
N a n  Y a m a m o t o . .......................................................M r s .  H a w l e y  p
J e a n  Y a m a s a k i . . . . . . . . . . . . ........................ M i s s  B a r t h ^
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OFFICE PRACTICE 

PERIOD I & I I

Edna Amamoto... ..................................... Miss Klein ■ jajjtjfc*'
Hiroko A s a n o . ............................ Mr. G eorge^™  ’ 4
L i l l ia n  Hori.................................. Miss Everetts
Grace I id a .   ................................. ..Mr. Easton
Misako Kawaguchi.................................... Mr. Kraus
Donna Kojima.......................................M iss  Lewis
Aiko Matsukawa......................................Miss C ra in ^ ^ -g ^ r^ -^ .̂
Nancy M e n d a . . . . . . . . ................. ..M iss Prescott
Evelyn Miyashima........................Mrs. Greenwood
Mary Miyao........................................Maas.» J&n-vfflan i
Akiko Morimoto........ t ....................Mr. McGovern
L i ly  Nag,ato i  s h i A*À4T...........Mrs. Stegner
Barbara Nakano.  ............................Mr. Jackson /
Irene Nakano........ ................................Miss Lewis ^
Yoko Nakano.......................................Miss Winane /
Mary Namba............................ .......... Miss Goodson ~
Harumi Shimomura.^va  ̂ . .  .Miss Ludy-sv . »
Emiko Sugimoto................... ............ .Md aa -GrO-v-ee fy v *
Bessie Takaya..........................................Mr. Ilekc > ^
Yaye Tanaka......................................... Mr. Hinman <
A lice  Uyeda................................. Mr. S t i l l in g e r
Ghigeko Wadar. J & t4 1 4 4 JK w V * ..............Miss Good
Kimi Yagi...................................Mrs. S t i l l in g e r
Mabiè Yoshida..................................Mrs#Hopcraft
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A BRIEF MANUAL 
FOR

THE COMMERCIAL DEPARTMENT

by
B, Tinsman

L* Requirements for Commercial Majors

2 . Placing Students in Correct bourses

3. Suggestions for Ordering Supplies 
and Equipment

4, Suggested Unit» of Study for the 
Office Practice Class During the 
Summer,

5, Suggestions for Placement of Students 
in Project Positions

6 # Suggestions for Assignment of Student- 
typists and -Stenographers

7. Collections of forms and Evaluation 
Sheets which have been used

Note: A copy has been given to Miss Klein
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REQUIREMENTS FOR COMMERCIAL MAJORS

Stenographic Majors—Minimum Courses

1. Typing—at least 1 year
2. Shorthand—at least 1 year
3. Office Practice—1 year (two periods each day)
4. Backgrounds for Business (Including bus. English, commercial

law, and business arithmetic) 1  year.

Additional courses recommended:
1. Typing—second year
2 . Bookkeeping—first year
3. Backgrounds for business (Including business English, commercial

law, and business arithmetic) 1  year

Additional courses recommended:
. Penmanship 
. Typing—second year



PlACINGr STUDENTS IN CQHRECT CUJRSES

I. Stenographic Majors

Freshman year—Junior business training (I f  offered)

Sophomore year— typing I
Shorthand I
Bookkeeping (Typing and shorthand should he taken 

together or typing only should be 
taken. Bockkeeping is optional.)

Junior year—Typing I ( I f  not taken in Sophomore year)
Shorthand I ( I f  not taken in Sophomore year) 

otherwise
Typing II
Shorthand II (are recommended)
Bookkeeping I (is  recommended but optional)
Backgrounds for business (Jr. or Sr. year)

Senior year—Typing II (Optional)
Shorthand II (Optional)
Office Practice (Requirement)
Backgrounds for Business (Requirement i f  not taken

during Jr. year)
Bookkeeping I or II (Optional)

II. Bookkeeping Majors

1. Freshman year—Jr. Business Training (Recommended i f  offered)

,2. Sophomore year—Typing I (May be taken now or later)
Bookkeeping I (May be taken now or Jr. Yr.)

3  Junior year--Typing I (May be taken now or in Sr, year)
Backgrounds for Bus. (May be taken now or in Sr, year; 
Bookkeeping I (Requirement i f  not taken in Soph, year) 
Bookkeeping II ( I f  Bockkeeping I completed)
Typing II (Optional i f  Typing I completed)
Penmanship (Optional)

4 Senior year—Bookkeeping II (Required i f  not completed)
Backgrounds for business (Required i f  not completed) 
Penmanship (Optional



SUGGESTIONS FOR ORDERING SUPPLIES AND EQUIPMENT

1. Supplies may be obtained from the high school supply room, such as 
newsprint, white sulphate, onion skin, and mimeograph paper,

2. Whenever the following supplies are needed, order them from Dolly 
(or whoever is in charge of requisitions in Mr. Walther*s office): 
typewriter ribbons (several are in the department now), typewriter 
repairman, typewriter ribbons, paper clips, stencils, correction 
fluid, type cleaner, carbon paper etc,

3. Equipment may be requisitioned at any time or at time suggested
by the office, such as files , tables, chairs, typewriters, brushes, 
staplers, office machines, etc,

4. School books are usually ordered either Just before a semester 
begins or within a month after school begins,

5. A ll services of Silk Screen, Office Services, and other teachers 
and departments are to be obtained through a requisition form 
sent to Mr. Walther,



SUGGESTED UNITS OF STUDY FOR THE OFFICE PRACTICE CLASS

DURING THE SUMMER

I. First Week—.Unit on Duplicating

References—Applied Secretarial Practice» Chapter VI 
Duplicating Illustrative Materials

1. Teach students to make master copies» run ditto machine» cut 
stencils and run the mimeograph.

2. Make assignments to teachers.

3. Learn background of students.

4. Have students read Chapters I and II in The Private Secretary1s Manual.

II, Second Week—Unit on Typewriting Techniques (During the period jrou 
can complete this unit) Be sure they a ll know the following 
and can successfully compiete—symbols* centering» tabulations, 
manuscripts with footnotes, rough drafts, justifying lines for 
stencil cutting of a newspaper, etc.

Reference—Typing Book

III Third week-»-»Unit on business letters and handling office mail

References—The Private Secretary* s Manual, Chapter III  
Applied Secretarial Practice, Chapter XV 
Typing Book

1. Teach styles of letters and review parts of letters and correct 
placement of letters on a page. At this point you can teach 
style of Army correspondence.

2. Go over in detail how mail is handled in the typical office.

3 . Dictate letters to be transcribed in various forms and styles.

IV. Unit on Filing

References The Private Secretary* s Manual, Chapter IV .
Applied Secretarial Practice, Chapters 16 and 17 
Business Filing by Bassett

Students can discuss how to file  during first period and complete
filing projects during typing period.



V. Unit on Miscellaneous Stenographic Skills

References—Applied Secretarial Practice, Chapters 8 and 2 
The Secretary*s Manual, Chapters 6 and 7

VI Unit on brdering supplies, equipment and office arrangement

References—The Private Secretary1s Manual, Chapter V 
Applied Secretarial Practice, Chapter I

1. Have students write order letters.

2. Have students make up order requests.

3 . Have students make chart of good office arrangement.

VII. Unit on composing letters, telegrams, reports

References—Business English book
The Private Secretary* s Manual
Applied Secretarial Practice, Chapter III

Have them write telegrams, application, sales, complaint, adjustment, 
thank you letters, etc.

VIII. Unit on Job Finding, behavior on the job.

References—Applied Secretarial Practice, Chapter XVIII 
The Private Secretary* s Manual, Chapter I 
Etiquette books in library.

IX. Transcription skills—additional transcription given 

Grammar, punctuation, letter placement, etc.

References__The Private Secretary*s Manual— several chapters w ill help.

X. Care of money, bank accounts, financial records.

References-^vThe Private Secretary* s Manual, Chapter X

Have class make deposit slips, invoices, bank reconsilation forms,etc.

XI. : Insurance and legal problems

References—The Private Secretary*^ Manual, Chapter XII 
Applied Secretarial Practice» Chapter XIII 
Commercial law book

i .  Have class type and bind one legal document. Have oral reports 
on legal forms and when used.

Have them study insurance policy forms.2.
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Reference books for dictation, etc.

1. Gregg Shorthand, Functional Method, Book II

2. Gregg Speed Building

3 . Dictation at in-between speeds

4. Shorthand Dictation Studies, and others.



SUGGESTIONS FÜR P.uACEMENT OF STUDENTS IN PROJECT POSITION

1. Make a lis t  of available students through a survey questionnaire 
or by interview with students in commercial classes.

2 . Also learn what subjects these students have completed, know 
their relative merits» their choice of position, how long 
they hope to work, their address, and when they are willing to 
start work.

Go to Mr, Moers (or whoever is  in charge of evacuee hiring) 
and obtain a lis t  of possible openings with a job description 
of each one. I f  possible, call on a ll prospective employees 
to learn definitely about the type of person needed and more 
about nature of work to be done. (I strongly recommend this. )

4. Assign the students to positions, considering these things»
(a) Do her qualifications f it  the requirements?
(b) Will she stay on the job long enough to make the 

training worth while?
(c) Does this position come within her choice of types of 

jobs and places?
(d) Will her personality be pleasing to the prospective 

employer?
(e) Is she likely to be happy here?

5 . Have an understanding that students may be transferred if  they do 
not f it  the requirements, of i f  the position is routine and they 
want real experience, or i f  the g irl is very unhappy.

6 . The work experience will be much more valuable i f  the students are 
able to rotate from job to job— staying on each one about a month.

7. Caution the student* that much of the work in any office job is 
routine, that often they will have to work overtime, that they 
will have to do some dirty manual labor, that their eaployer will 
not give them a buildup every day of the week but he surely will 
tell them if  anything is very wrong.



SUGGESTIONS FOR ASSIGNMENT OF STUDENT-TYPISTS OR STENOGRAPHERS

A. Obtain a list of a ll teachers in three schools—evacuee and 
appointed personnel,

2 , Have principals check to see which of these teachers want help* how 
much each week* and types of work needed,

3, Make lis t  of students in advanced typing classes (with a background 
of 1  year’ s instruction) and those in the office practice class,

4, Assign students, considering these factors^
(1) ¡Student able to f i l l  requirements
(2) Choice of student where possible
( 3 ) Students who live north of school may be assigned 

to 8-H block,

5, Those teachers who desire to give dictation should be assigned 
students who are capable and have had shorthand training,

6 , Make a lis t  of assignments to post on. bulletin board,

7, Require students to work from 2 to 5 hours each week (or an average
of this amount) '

8 , Have students call on their teachers at least once or twice each 
week, (You will have to check on this item,) Suggest that they 
make regular appointments with their teachers,

9, On each Monday (First thing) have the students f i l l  in a report 
sheet of work completed the previous week,

10. Have your student-typist compile a report of work completed.
(I  would suggest that this be posted.)

11. Frequently you will have to explain requirements to teachers and 
students and will have to clear up misunderstandings. Often you 
will have to remind students to call \qpon their teachers. Some­
times you win have to shift students to other teachers. And you may 
have to ask students to help each other where the requirements of 
teachers do not equal,

12. At least once during each grading period, an evaluation should be 
made of each student by her teacher,

13. The grade for this work counted about one—third of the total grade,
I considered these things— (i )  Number of hours of work (2) Amount 
of work really done (3) Over—ail evaluation of the teacher (In 
this item you will have to consider the teacher because some are 
much more critical than others.) (4) General attitude and work 
habits observed.

14 A ll  work was completed outside of class except one day a week.
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SUGGESTIONS TO TEACHERS USING STUDENT-TIP I STS

4«

S*

10«

n ?

■ i* !n a®signed a *tud«nt-typi*t -mo may he &»k©d t6 wdVk an
»▼©rage of two hours e&ch week for 7 0 U0

. the work that you ask her to do should he such that w ill  help h,P t0  
^provs ht-r typing ability or to belo h*r gala srtpcrisncn in sc*« phase

catlna a* ’ typl“** « « » *  »»»te r copiss, w iling ths dupli
eating Bach Ins, filing, cutting stencils, making charts, or printings

Since many o f the students need to go quite a distance out of their wav 
tk ? “  B l0 0 k - 1 - ° * ld  U k -  to  s u g g e s t  that you,,rrangea *  

fnr a ?PP° i “*“*?* ono°  or twice *»<* w*«k when this student nay call 
shlnld4 ^ 1 bring *aok: * °plt completed. This aj-polntment
student^ 8 hedul*d at a tla® that is agreeable to both you and the

S,tUdeni  ai)out ho»  “uch tine it  would take her to
n »? i ’ P1 0 >)®0 t* given hen-—ssost of the students complain about toolittle  work rather than too ausii, «wpi-aia aeout too

tb -°!o rv *1 5 J hf students studying: for terU  and complete
he work .or theiroourses th e  l a s t  week or two of each ouarter S would

re ^ rt  L ^ f  * hay* , t?8"  8tart earli*r b®lptn£ you Bake out
' i V u l Z l l u T r  6 w0r® t0° r,Mtad the last, week or tm.

be ab3e t 0  take diotatien-it will be necessary. <<,-
d ^ e ^ t ^ a l l  ^  ”  “ * * •  * ®  « * •

evX ftionP^ ei ate yT  lh Bind, the following factors f o r  «ewaluaUon.of her work at the m  of the quarter! 
a° Altlcud© toward work©

Msum®r of approach« . 
c* App©arano©0 *
■d$. Neatness of worko \ ^..
©o Oorrocta©Bs of work« . : < •/-
g! Promptness„COapdebs W0J*  without detailed instruction.;

“ * s s " &

completed for you was not as good as it should have 
been because the duplicating equipment needed replacement, v V *n ^ '| j

Any suggestions that you would like to make directly to the g irl to 
h e lp  her improve will be appreciated.

I ^ppreci&te jou in tere st and, co-operation in thiePrograsu



7ro:n: Mrs. T in  «man

Please use some thought when evaluating your student 
typist. Many of the evaluation sheets heretofore were o f  
l i t t l e  value because the teachers concerned were not 
careful in fillin g  out the sheets. These sheets must he 
returned not later than Wednesday, May 3.

Please do not ask: your typist to do any work for you 
after May 13. All report cards that you want them to type 
for youshoald be ready to type by May 1 to 5. There w ill 
be no student typiet help available after May 13 until *UJMoe 
school starts—and then the program depends upon the 
commercial teachers concerned.

Thank you very much for cooperating with this 
training program.



St - m n  aWDiart t y pist  kvaluatio»M >
III evaluating your student typist, please make complete statements and explain. 

I need more information than Just "good* or "Fair* as an estimate unrer each item.

1. Prompt ne se_______ ; _____________________ .________________________________ _

2o Appearance

3- Manner of approach^ 

U, Attitude about work

5« Personality tra its __________

6 » Accuracy of wo rie completed

7„ Appearmce of 'voik completed ______ _______ L  __________ ... , .■■ —.

8 „ Ability to complete work without detailed instructions ______

9. Meeds additional train ing in  the fo llow ing: typing, shorthand, vocabulary, 

grammar0 spe lling , punctuation, (d iscuss) — ---- ~~——..  ............> —

10« Meeds to pay more attention to poise, voice, appearance, courtesy, prompt« 

ness, in terest in  woric, correction o f typographical errors or (d iscuss)—

H o Other remarks*



EVALUATION SHEETrTflS- STUDENT-STENOGRAPHERS

Name of student N a n c y  M en d a D ate J a n .  1 9  4 4

EmployerJ a  „ H a rt  1,0 • of h° “" ht,eekd

Department Salary

Check types oi* work completed:

( ) Typing, ( ) Took Dictation, ( ) Cut Stenc.ils,' ( ) Operated
mimeograph machine, ( ) Made master copies for duplicator, ( )
operated duplicating machine, ( ) Made charts, ( ) Printed by
hand, ( ') Filed, or______ ;________ " ' '  -------—------------ —--------- ~  •

I . PERSONAL CHAB.* CTERISTICS

( ) ’ Very Good ( ); Above Average ( ) Average ( -) Fair

Xn my op in io n, t h i s  student
Usually exhibits ladylike and healthful posture.
Keeps hair, skin, and nails  in good condition.
Is shy and retir ing.
Moves easi ly and gracefully.
Has a confident, easy manner.
Remains calm and thinks well even under trying circum­
stances'.
Has a.pleasant, well modulated voice.
Is cheerful, and pleasant.
Is thoughtful and pleasant.
Has annoying mannerisms, such as figeting, twisting a 
pencil, tapping desk, chattering, etc.
Adjusts to people with whom he is working.
Is always prompt.
Is hurt by criticism or suggestion.
Is somewhat expressionless, colorless.
Is dignified and refined. ,
Is enthusiastic and conscientious about her work.
Is alert and forceful.
Knows and practices good etiquette.
Occasionally whines or pouts.
Commonly uses expressions such as:
Listen, etc.
Is  cooperative 
Uses adequate in it ia t iv e  
Has good physical health"

.Exhibits good reasoning 
Needs to develop more in terests

Ye¡S •No
( ) ( ) X.
(• ) ( ) 2.
( ) ( ) 3 *
( ) ( ) 4 •
( ) c ) 5 -
( ) ( ) 6 .

( ) ( ) 7 -
( ) ( ) 8 .
( ) ( ) 9 -
( ) ( ).. 10.

( ) ( ) 11 .
( ) ( ) 12.
( ) ( ) 13.
( ) ( ) 14.
( )

l
K ) 15.

( ) ( ) 16.
( ) ( ) I.?-
( ) ( ) 18.
( ) ( ) 1 9 .
( ) ( ) 20.

( ) ( ) 2 1 .
( ) ( ) 22 .

( ) ( ) 2 3 .

( ) ( ) 2 4 .
( ) ( ) 2 5 .

Huh, Wall, Yea, Hey,

For improvement of personality t r a i t « ,  I  would suggest the fo llow ing :



Yes 
( ) 
< ) 
( ) 
( ) 
( ) 
c ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 
( ) 

( > 
< ) 
( ) 
( ) 
( ) 
( > 
( ) 
< > 
( ) 
( )

Ko
( ) 1 . 
( ) 3.
( ) 3.
( ) 4.
( ) 5.
( ) 6. 
( ) 7.
( ) 8. 
( ) 9- 
( ) 1 0 . 
( ) U. 
( ) 13- 
( ) 13.
( ) 14.
( ) 15.
( ) 15.
( ) 17.
( ) 18. 
( ) 19. 
( ) 2 0 . 
( ) 21. 
( ) 22. 
( ) 23i
( ) 24.
( ) 26.

In my opinion, this student
Puts materials away and leaves place in order.
D irects own activ ity  a fte r b r ie f  instruction.
Is  c r it ic a l  of own work and hands in nearly perfect copies. 
Wastes, m aterials.
Finishes work promptly.
Frequently volunteers to do more work.
Gives help fu l suggestions for completing work.
Completes su ffic ien t work in time a llo tted .
Follows directions and fin ishes work as required.
A rticu lates and ennunoiates d istinctly .
Corrects in neat manner a l l  typographical erhorb made*
Has an adequate command of English grammar*
Is  carefu l about spelling .
Makes few errors ,in punctuation.
Can discern most important tf.sk 
Has adequate vocabulary
Can take charge of a situation in an emergency 
Meets ca lle rs  in help fu l, courteous manner 
Is  able to find work to do without, being told*
Engages in ac tiv it ie s  unsuitable fo r  ah o ffic e  m .

Has organized methods of working
Asks fo r help at appropriate times
Understands and follows out suggestions quickly
Has improved while under my supervision
In my opinion, has adequate train ing to f i l l  a
commercial position outside the project

III. FOR IMPROVEMENT I WCTT1D SUGGEST- THAT
( ) Poise
( ). Voice
( ) Appearance
( ) Courtesy
( ) Interest in work

THIS STUDENT PAY MORE ATTENTION TO:

( ,) Typing technique 
( ) Shorthand vocabulary
( ) Grammar
( ) Spelling
( ) Punctuation

Other ways in which this student could improve and spécifie  errors are 
listed  below:
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