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CIIAl"l'Eil I 

Ilft'ltODUCriON 

Speechea are given and article• are written about the changing 

dimenaiona of the world of work. AI knowledge increaaea and improve-

menta are aade in the field of buaineaa, joba vary accordingly. Since 

chana• ia inevitable and deairable, buaineas education coureea need 

to prepare atudenta for tomorrow. 

Rowe atatea that: 

Buainesa education aubject aatter ia neither atatic 
nor parochial . Electronic• have accelerated the world's 
buaineas and ie creating a nefr revolution in our vocational 
busineaa education claaeroom. 

Thia near revolution mentioned by Rowe has cauaed me to ask, 

"Are lilY atudents soing out into the buainen world knowing what ia 

expected of thea? Are my claaa project• meaningful? A• I doing all 

I can to bridge the sap between achool and that firet job?" The 

anawer to theae queationa can be found by evaluating and appraiaing 

vocational programa in tar .. of the needa of the student• and the 

buaineae community . 

In order to meet the changing needa of buaineaa education, 

teacher• must plan . ltowe aaid, '~he development and periodic revi-

sion of couraea of study or ayllabi ia the firat step toward improve

ment of inatruction . "2 

lJohn L. Rove, "Developin& Syllabi and Courae Content in Buaineaa 
Education," llational Buaineu Education Quarterly, 33:36, s-r, 1965, 

2Ibid . 
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Statement of Problem 

This project constitutes the preparation of a course of study for 

a Secretarial Studies program. There are five characteristics of this 

course of study: 

1. It is designed to be vocational in nature. 

2. It is designed to integrate skills, knowledge&, and under-

standings. 

3. It is designed to include instruction in the following subject 

areas: advanced shorthand, transcription, advanced typewriting, office 

procedures, and business machines. 

4. It is designed for instruction to be given for 100 minutes 

each day, five days a week. 

5. It is designed to replace the second-year shorthand course 

in the business curriculum at Bonneville High School. 

Purpose of the Study 

The primary aim of stenographic training is vocational.3 Yet 

the teaching of shorthand as an isolated skill is not enough. The 

student needs training in the current practices and procedures of the 

business office. Teachers and businessmen alike have long recognized 

that office training in addition to stenographic training is desirable. 

Therefore, courses are offered that will provide for an integration of 

skills already learned, an acquisition of additional business skills , 

and a mastery of facts and information relevant to office operations 

to bridge the gap between the classroom and the office. 

3Jerre Gratz , MaJor Issues in Business Education , Monograph 106 
(Cincinnati, Ohio: South-Western Publishing Company, 1962), pp . 63-65. 
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The purpoae of thia project will be to develop a courae of atudy for 

an integrated two-period aecretarial atudiea class. Thia courae will 

replace the aecoad-year ahorthand courae and will be reimburaed by the 

Utah State Depart .. nt of Public Inatruction, Diviaion of Vocational 

Education . 

With the paasage of the Vocational Act of 1963, PL 88-210, and the 

atate plan for ita implementation, "Utah State Plan for Vocational Educa

tion," funda are provided for training programs in the advanced office 

occupationa. This training muat be provided in a double-period courae 

for eleventh and twelfth grade student• with the aame atudenta in both 

periods, but theae period• need not be conaecutive. It may include any 

combination of vocational couraaa aucb aa second-year typewritins, second

year ahorthand and tranacription, office practice, and office machines. 

A financial allowance per atudent enrolled in the courae ia given to the 

local achool diatrict . 

Deli•itationa of the Study 

1. This suggeated courae of atudy will be limited to the reaourcea 

available to the department and the achool; especially physical facilities, 

equipment, aateriala, and community cooperation. 

2. The courae content will be conaiatent with the philoaophy and 

adminiatrative policiea of the acbool . 

Limitation• of the Study 

1. Thia courae aball follow the guideline• eat up by the Utah State 

Department of Public Inatruction, Division of Vocational Education, by 

includins instruction in employer-employee relationabipa, human relation-
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ships, humsn relations, job applications, business economics, Utah tabor 

Laws, and the role of worker organizations. 

2. Because of equipment limitations, enrollMent in this course will 

at present be confined to 24 students. 

3. The prejudices and values of the writer in judgmental situations 

will limit this study. 

Definition of Terms 

Terms used in this paper are defined below to establish a common 

basis of understanding for the course of study in business education. 

Secretarial Studies 

"Secretarial Studies" is the course title selected for a two-period 

(100-minute) integrated vocational block-time class consisting of instruc

tion in shorthand, transcription, typewriting, office procedures, and 

business machines. 

Secretarial 

,>, lthough the term "secretarial" is used at the high school level, 

this classification is misleading. "Stenographic" training rather than 

"secretarial'' h one of the objectives of a vocational high school business 

program. However, through custom, the two terms frequently are used 

interchangeably. The paper that follows refers to training at the 

"stenographic" level, even though it is labeled "sscretarial." 

Block•time Class 

The definition of a "block-time class" was taken from a study by 

Wright and refers to a class meeting for a block of time of two or more 
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claee periode that combine or replace two or .ore eubjecta that would 

ordinarily be taught eeparately.4 

Tranecription 

The ten "tranecription" ehall be interpreted ae Maning the proceee 

of converting ehorthand notal into mailable typewritten copy. 

Mailability 

''Mailability" Mane that the tranecript 11 ueable, ina81such ae it 

follows very cloaely the thought of the dictation, containe no uncorrected 

errore, looke reaeonably neat, and containe no undeairable ~ieeiona . 

Vocational Education 

The Vocational Education Act of 1963 etatea that: 

The tara "vocational education" aeane vocational or 
technical trainina or retrainina which ia given in echoole 
or claaaee (includina field or laboratory work incidental 
thereto) under public aupervieion and control or under 
contract with a State board or local educational agency, 
and ia conducted aa part of a proarea deaigned to fit 
individual• for gainful eaployaent ae aeaiakilled or 
akill~d workera or technician• in recogniaed occupation• 

Procedure 

The following procedure vae followed in the conetruction of thle 

courae of atudy: 

4Grace Wright, Block•Time Claeeea and the Core Prosrea in the Junior 
High School, United Statee Department of Health, and Welfare, Bulletin 6 
(Waehington: Government Printing Office, 1958), p . 67. 

5United Statea Congreaa, Houae, Coaalttee on Education, Vocational 
Education Act of 1963, Public Law 88·210, Part A, 88th Cong., let Sese., 
1963, Sec. 8. 



1. Preaent phyaical facilitiee, equipment, and aateriala were 

inventoried and evaluated in order to make apecific recom.endationa. 

2 . Printed materials by educators in the field of buaineaa and 

atanograpbic preparation were reviewed . 

3. Information gained from printed material• waa analysed and 

compiled into a courae of atudy uaing the following guidelinea: 

a. Waa the material up to date in content? 

b. Waa tba aubject matter teachable with current and 
available reaourcea? 

c . Waa the aubject matter included in other coursea' 

d. Were veated intereata preaent in the material• 

e . Were there elementa, aufficiently common, that could 
be applied to the local aituation? 

6 



CHAPTER It 

REVIEW OP LITERAIUR! 

Many reaearch atudiea have been completed and numerous articles have 

been written in areal related to the development of a courae of study for 

a Secretarial Studiel course. A vital part of this project was the 

extensive review of literature. 

Literature analysed included atudiea, articles, and books pertainins 

to several aapacta of good planning: (1) course objectives, (2) organize-

tional plana, (3) physical facilities, and (4) course content. 

Course Objectives 

Archer stated that the work of content development should begin with 

a review of established objectives. The program should provide all the 

learning experiences that the student requires to: 

1. Attain effective mastery of the fundamental proceasea 

2. Develop into a well-adjusted individual possessing 
acceptable character and personality traits 

3. Build a background knowledge of bueineas principles, 
office organization, and occupational information 

4. Acquire a beginner's standard of competence in at 
least one major technical buainesa akill auch as 
typewriting, filing, and eo on 

5. Achieve affective command of related business office 
information and facilitating skills such as mailing, 
telephone technique, and the like, to function aa an 
efficient, adaptable beginning office worker 

6. Know how to look for, apply for, and select a general 
office job auitable to abilitie1 and interests 



7. Understand the need for continuous self-development 
and know how to ptan an appropriate individual program 
for that purpose. 

8 

The major objective of a course on the secretarial level according 

to Tonne, Popham, and Freeman should be the integration of the two basic 

skills, taking dictation by shorthand and transcription, with the total 

office environment.7 

Frisbie listed several general objectives for secretarial office 

practice: 

1. To develop sufficient vocational proficiency to 
enable the individual to enter a secretarial 
occupation equipped with those knowledge& and 
understandings, skills, and attitudes which will 
provide a basis for successful initial performance 
and for future growth on the job. 

2 . To provide for the development of personal qualities 
essential to an effective member of society and to 
success in the business environment. 

3. To provide for the acquisition of the knowledge& and 
skills which will aid the individual in solving the 
problems confronting the secretarial worker. 

4. To provide the basic knowledge of existing business 
structures and the organizational framework enabling 
buainess to operate efficiently. 

5. To develop the necesaary knowledge& and attitudes and 
sharpen the tools which will provide the secretarial 
worker with the ability to adjust to ever-changing 
conditions of modern business. 

6. To create a desire within each pupil to strive 
for constant improvement of skills, broadening 
of knowledges, and acquisition of attributes 
which make the secretarial employee a more effective 
business partner. 

6Fred c. Archer, ·~ow to Select the Course Content for Clerical 
Practice," National Business Education Quarterly, 28:27, December, 1959. 

7Herbert A. Tonne, Estelle L. Popham, and M. Herbert Freeman, 
Methods of Teaching Business Sub!ecta (third edition; New York: 
McGraw-Hill Book Company, 1965), p. 243. 



7. To ett.ulata within each pupil the development of 
a profeeeional attitude toward the company, the 
-.ployer, co-workere, and work performed on the job. 

8. To provide experience• Which will enable the future 
eecretarial employee to recognise the existence of 
a problea, poeaible eolutione, and the ability to 
aeeeee each of the eolutione in te~ of the eitua
t1on, 8 

More epecific objective• were lieted by Douglae, Blanford, and 

Andere on. 

1. To improve and coordinate the office ekille learned 
in other coureee 

2. To improve, when neceaeary, previously acquired ekille 
in the fundaaental proceaeee euch ae handwriting, 
Enalieh, epelling, and arithmetic 

3. To underetand the organiaation and flow of work of 
the bueineae office 

4. To become familiar with thoee reference booke frequently 
ueed in the bueineee office 

s. To gain an underetanding of the technique• for work 
eimplification in the office 

6. To become acquainted with the principlee and procedure• 
of data proceeeing, the equipment, and the eyeteae to 
which it can be applied 

7. To become familiar with the lateet office equipaent, 
machines, and euppliee 

8. To becoae familiar with commonly ueed filing eyete .. 
and to develop skill in filing and finding bueineae 
papers 

9 . To develop ekill in the typing of bueineee papere and 
for.a 

10. To develop eaployabla ekill in machine tranecription 

11. To develop proofreading ekill 

9 

~. Adele Friebie, "Objective• for and the Se lection of Subject 
Matter for Secretarial Office Practice," Secretarial Education with e 
Future, Nineteenth Yearbook of the American Buaineee Education (Somerville, 
~reey: So .. reet Preae, 1962), pp . 331-337 . 



12. To develop skill in the uae of machines commonly found 
in the bueineaa office 

13. To develop skill in the uae of duplicating equipment 

14. To develop skill in mailing routines and techniques 

15. To develop skill in the composition of buainesa 
CO!IIIIlunicationa 

16. To develop skill in correct telephone techniques 

17. To develop in students a sanae of rsaponaibility for 
the completion of office jobs without close supervision 

18. To develop those personal traits and work habits needed 
in the buainesa office 

19. To acquain~ atudanta with proper techniques in applying 
for a job. 

10 

Fundamental objectives for the teaching of advanced transcription 

were reported by Allen: 

1. To develop the ability to produce mailable copies 
at an acceptable rate of speed for vocational use. 

2. To increase the ability of the student to perform 
the basic techniques of transcription--correct and 
aU.ultaneoue uae of shorthand, typewriting, and 
English grammar--eo that these factors will operate 
automatically. 

3. To develop and improve desirable character traits 
and ideals of conduct which will aid in• atudenta 
in becoming aucceaaful atenographere. 

Three other factors to take into consideration were cited by Harms 

and Stehr: 

1. To help potential stenographic workers develop a 
"finiahed" skill in typewriting and in shorthand 
and transcription. 

9Lloyd v. Douglas, James T. Blanford, and Ruth I. Anderson, 
Teaching Business SubJects (second edition; Englewood Cliffe, New Jersey! 
Prentice-Hall, Inc., 1965), pp. 273-274. 

10aoacoe J. Allen, "Advanced Shorthand Transcription: A Second
Year Program," Secretarial Education with a Future, Nineteenth Yearbook 
o f the American Business Education (Somerville, New Jer1ey: Someraet 
Preas, 1962), p. 185. 



2. To belp potential worker• 1ee the picture of 
office employment more clearly by many pre
employment contacta with busine11men and 
women through cooperative relation• with 
ca.munity resources . 

3. To help thea understand the aignificance of 
clerical competency end ita important contribu
tion to econoaic and indu1trial efficiency. 1 

A 1ummary of objective• reported in profe11ional literature wa1 

11 

made by Miller. An analy1i1 of the li1ted objective• 1howed that eapha· 

1ia wa1 placed on three main function•: preparation, whfch rafreahal 

ba1ic bu1ina11 knowledge• and 1kill1, develop• new 1kill1, and develop• 

e11ential per1onal qualitie1; information, which provides for the 

acquaintanca1hip of the 1tudent with the type and nature of office job• 

available, a1 well al familiarisation of the 1tudent with the method• 

by which bu1inea1 1kill1 and knowledge• may be applied to each type of 

job; and utilisation, which provide• the 1tudent with opportunitiel to 

apply bu1inae1 ekilla and knowledge• acquired in 1cbool of actual or 

aiauleted office work.12 

Organizational Plan• 

Since a vocational 1tenographic training cour1e involved a variety 

of obj1ctive1 and diver1ified course content, a variety of organizational 

plana were ltudiad, Thera ware many method• of organising a cour1e of 

this natura. 

Due to the current trend toward schedule aodificatione and 1taff 

utilization, article• pertaining to scheduling and ataff organisation 

1luarm Karma and B. W. Stehr, Methoda in Vocational Buaineas Education 
(aecond edition; Cincinnati, Ohio: South-Weatern Publiahing Co. , 1963), p. 229. 

12Gertrude Dubata Miller, ·~ Syntheaia of Re•aarch Finding• and 
Thought Pertaining to Office Practice Inatruction" (unpubliahed Ed.D. 
diaeartation, Indiana Univareity, Bloomington, 1961), p. 41 . 
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vera ateo reviewed. Priaary attention vee given to flexible echeduling 

end team teaching because of tbe emphaeis being placed on tbeee oraani-

aational media by the experimental philosophy of the local achool die-

t rict end the fact that a block-time class could be claeeified as a 

form of flexible echeduling. 

Schedule and Steff Organisation 

Rapid developments and fundamental changee have been aade in 

aecondary echool philoeophy end operation; flexible echedulina and 

teaa teaching have been aaong the more important concepte. 

In echedulina, Buah etated that each aubject, if properly taught, 

ebould include four ba~ic typee of inatruction: independent end 

individual atudy, amell-group inetruction, laboratory inatruction, and 

large group inatruction.l3 

Allen propoaed tbat all echedule modification• could be divided 

into ten categoriee; variable period length, variable rotation of 

clasaae, variable achool year, variable claee aiae, variable grouping 

of etudente, variable etaffing, variable .eating pattern, variable 

total time allocated for each couree, variable number of couraee a 

etudent can taka in any given aemester, and variable required aubjecta 

in the curriculum. 14 

In order to deacribe schedule• which differ froa the traditional 

pattern, aeveral teras have bacoae interchangeable. Accordina to Lobb, 

13Robert N. Bueh, "A Rev Desian for High-School Education Aaeuaing 
a Plexible Schedule," Rational Aaaociation of Secondary-School Principal s 
Bulletin, 46:33, May, 1962. 

l4Dvight w. Allen, '~irat Step• in Developing a More Plexible 
Schedule," Rational Aeaociation of Secondary-School Principal• Bulletin, 
46:34, Kay, 1962. 
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t ermo such as "schedule modification, " "flexible schedule," and "variable 

s chedule" have come to mean "a change in the timetable by the day, week, 

or year that alters the time, room, or teacher of a group meeting."l5 

Bush contended that all children do not need the same amount of 

time to learn specific things, nor do they all come to school with 

equal backgrounds and talents. He advocated that some kinds of subjects 

would best be taught in large blocks of time and others with shortened 

and more frequent opportunities to practice.l6 

trump explained that a more flexible arrangement would be to 

schedule six teachers and 180 students for a two-hour block of time to 

cover two subject areas. Within that two-hour block, teachers and 

students could divide their time among large-group instruction, small 

seminar-size discussion groups, and independent study.l7 

The block-time plan was utilized by Margrave in her study. She 

found that the integrated block program permitted more meaningful train-

ing because the separate topics could be related to one another more 

effectively, it reduced time wasted in setting up a production situation, 

and it lended itself to an office situation for extended projects. 18 

General characteristics of the block system were: 

1. two or more consecutive periods are arranged each day. 

15Delbert W. Lobb, "Utilization of Staff and Resources," New Media 
in Teaching the Business Subjects, third Yearbook of the National Business 
Education Association (Washington, D. C.: National Business Education 
Association, 1965), p. 23. 

16suah, ~ ~. p. 30. 

17 J. Lloyd trump, ''Flexible Scheduling: Fad or Fundamental?" 
Phi Delta Kappan, 44:370, May, 1963. 

1~ary Lou Margrave, "Estsblishing s two Credit, two Period Integrated 
Course in Secretarial Science" (unpublished Master's thesiR, University 
of Wisconsin , Madison, 1959), 56 pp. 



2. One teacher has one group of students for the entire 
"block" of time, or two teachers work together with 
one entire group. 

3. Such subjects as typewriting, shorthand, dictation, 
transcription, spelling, grammar, office procedures, 
office machines, and filing are integrated similar 
to the way work is performed in an office. For 
instance, a student may practice typing and be may 
then practice shorthand, to be followed by instruct{on 
in grammar and spelling, preliminary to transcribing 
some dictation that is given to him. Then he transcribes 
the letters, makes the necessary enclosures, and does 
the necessary related filing. He may also cut stencils 
and do some mimeographing related to the work. 

4. A detailed course of study should be prepared to be 
sure that an adequate amount of time is given to each 
phase of the subject, and definite jobs must be 
planned in advance. For instance, a certain block 
of time may be related entirely to taking dictation 
for two or more hours. The two or three following 
days may then be devoted to transcription and various 
related duties.l9 

14 

Under the "modular concept" of flexible scheduling instead of the 

conventional 45- or 55-minute period, these schedules adopt a 15-, 20-, 

or 30-minute module. According to Trump, this would mean that instead 

of six periods a day, the schedule would include twelve, sixteen, or 

twenty-four periods in a day. 20 

"Modular scheduling" was further explained by Cook: 

More recently educational researchers have been 
questioning the need for all classes to meet every day 
of the week for the same time. ''Modular scheduling" 
concepts, which allocate time to a given subject based 
upon activities and difficulty, have been developed. 
Without the aid of computer technology, however, it 
would be impossible to institute modular scheduling 
concepts on an individual student basis. Even with 

19suggestions for Programs of Office Practice and Procedures 
(Cincinnati, Ohio: South-Western Publishing Company, 1960), p. 4. 

20Trump, ~cit., p. 368. 
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the aid of a computer, it is not a foolproof process; 
but further research will help to refine the techniques.21 

The Brookhurst plan, an experiment in flexible scheduling discussed 

by Hofmann, was based on a schedule which changed daily according to 

requests for time and students submitted by teams of teachers. Teachers 

were able to request a single student or as many as 350 for lengths of 

time which varied from twenty minutes to a full day. Elective subjects, 

including business education courses, were taught on a project basis; 

that is, the student signed a project sheet agreeing to complete a 

certain amount of work. It was up to the elective teacher to decide how 

much work must be done to earn a semester's credit. A highly gifted or 

highly motivated student could take a greater number of electives than 

would be possible in a rigid scheduling plan.22 

Under the Canyon del Oro design, a teacher-controlled schedule was 

developed. The schedule changed every day and no student or teacher 

repeated the same daily sequence. Requests were submitted by teachers 

two days in advance for the number of classes they desired; the size 

of the group they wanted; the amount of time they needed; and other 

conditions which should be considered such as audio-visual materials, 

special room arrangements, or quiet areas for examinations. This pro-

gram was developed based on the following assumptions: 

1. Not all teaching jobs need to be the same. 

2. All classes in all subjects need not meet every day. 

21Fred s. Cook, "Implications of Educational Technology," 
Business Education Meets the Challenges of Change, Fourth Yearbook 
of the National Business Education Association (Washington, D. C.: 
National Business Education Association, 1966), pp. 180-181. 

22Elayne B. Hofmann, "The Brookhurst Plan," NEA Journal, 54:50-52, 
September, 1965. 



3. All classes need not meet the same number of periods 
per week or the same amount of time each day. 

4. Students are capable of assuming responsibilities. 

5. Learning is more important than teaching, and 
learning can take place without the teacher. 

6 . Substantial improvement must take place in the 
instructional program, and the teacher haa the 
obligation to innovate and invent ways to improve 
inatruction,23 

Staff utilization techniques have grown out of effort to make 

better use of professional talents. Staff utilization encompaaaea 

a number of approaches including team teaching. 

16 

Ianniazi and Robinson described three common methods of team teach· 

ing. The single-subject method wa1 defined as utilizing two or more 

teachers of the aame subject scheduled aide by aide; the achool within 

a school method was defined aa utilizing four to seven teachers reapon• 

sible for the instruction of the aame body of students over an interval 

of two or tour y~are; and t he multiple-subject team was defined as 

utilizing teachers of different subjects who have been given a block 

of time in which to work together. Iannizai and Robinson concluded 

that buaineaa education aeemed to be ~rimarily concerned with the single

subject type of team teaching. 24 

In order to make team teaching possible, two mechanical methods 

o f scheduling were discussed by Roffman. In one method, more than one 

section of a course was scheduled at one time with the teachers rotat· 

ing between the c lasses. The other method staggered the preparation 

23Robert Duns heath and Don Glines 1 ''The Canyon del Oro Deaign" 
(Tucson, Arizona: Amphitheater Public Schools, 1963), p. 1. 

24Elizabeth Iannizzi and Charles Robinson, ''Team Teaching Should 
You Attempt it?" The Journal of Buainesa Education, 38:274, April , 1963, 



or planning periods of teachers ao that they could vary their free 

period according to the unit on which they were working,25 

17 

Advantagaa and disadvantages of team teaching were cited by Brawn, 

He atated that: Team teaching provides an opportunity to divide claaaaa 

for large-group, small-group, and individual instruction. Teachers 

have an opportunity to specialize and thua to teach in their area of 

greatest interest. More careful preparation can result. Several 

disadvantages were also ateted: A great deal of planning time muat 

be made available to the teachers, The neceaaary claasro~ facilities 

muat be available, The team teacher can fall into a rut and uae the 

same material& year after year. Difficulty can ariaa in getting 

teachers to work in cloae cooperation and agree on the major daciaiona. 

Team teaching involves acheduling problema for adminiatratora. 26 

Flexible 1cheduling and team teaching have a cloae relation~hip, 

Lobb said, '~hether a school district begins with team teaching or 

flexible scheduling, both will probably be introduced eventually, 

merging into a total pattern of ataff utilication. n27 

C&utior. was voic~d by Lanham in writing about the dangera of folk-

lora and fadiam in organization, He stated that: 

The caution is necessary ainca untested but accepted 
classroom practicee (folklore) may defeat both the beat
intentioned organization pattern and the beat-conceived 
curriculum to meet defensible purposes, In the same vay 
new but unteated practice (fadiam) is frequently accepted 
in the buaines1 classroom without regard to what ia supposed 
to happen to boya and girls •••• This caution il even 

25Jerry Hoffman, ·~eam Teaching Spells Progreaa in Busineaa Educe• 
tion," Busineaa Education World, 42:13, September, 1961. 

26aichard D. Brown, "Queationa and Anawera on Team Teaching," 
Buainesa Education World, 45:24, May, 1965, 

27Lobb, 2£.:. cit, 



more important today than formerly because many of the 
changed conditions for operating programs are being 
imposed on business education from without. For example, 
funds from Federal legislation may unduly influence the 
direction of the total field.28 

Classroom Organization 
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Any laboratory class can become bedlam if the daily work has not 

been well planned and effectively organized. Organization of the sub-

j ect matter in a secretarial block can follow many patterns, cover 

many different topics. The secret of organizing has been to make 

preliminary plans. According to Hicks, five items should be taken 

care of before the first day of class: 

1. Selection of text materials. 

2. Checking on kind and condition of your equipment and 
supplies. 

3. Checking on the conditions of the room itself•· 
lighting, bulletin boards, chalkboards, arrangement. 

4. Finding out, if possible, how many students will 
be in the class. 

5. Preparation of whatever supplementary material 
you need.29 

Five guides and supports upon which to lay the groundwork for 

organizing a course were discussed by Archer. They were: course 

t exts, course outline, course schedule, laboratory organization plan, 

and job instruction sheets. The textbook could serve as an anchor or 

2Brrank W. Lanham, ·~olklore and Fadism in Educational Organization 
and Practice," Business Education Meets the Challenges of Change, Fourth 
Yearbook of the National Business Education Association (Washington, 
D. C.: National Business Education Association, 1966), p. 175. 

29charles B. Hicks, ·~ow to Organize the Subject Matter of Your 
Secretarial-Practice Course," Business Education World, 34:13, February, 
1954. 
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framework around which a course could be constructed, The course outline 

could list the many facets of the subject that the teacher has selected 

that seem to be the most appropriate for the needs of the students and 

most feasible in terms of facilities and time available. The course 

schedule could give the order in which the main elements of the course 

should be covered and, also, an estimate of proposed distribution of 

class time that could be devoted to each, By following an organized 

laboratory plan, student assignments could be worked out in advance to 

avoid confusion and delay at the end of each operating cycle, Job 

instruction sheets could enable the student to receive guiding instructions 

without the immediate presence and personal guidance of the teacher. 30 

Included in part of Anderson's article were ten basic suggestions 

for organizing a practice course . They include: having students assist 

in the administrative details of the class; having specific jobs stu-

dents were to complete for each unit; using job instruction sheets in 

those units where they were practical; using information or handout 

sheets to supplement the textbook; keeping assignments flexible to 

allow for outside rush jobs, but avoiding interruptions unless the 

jobs will contribute to the students' learning; giving students actual 

clerical jobs to perform when such jobs were available and met the needs 

of the class; arranging for demonstrations of current office machines 

and equipment from local office equipment firms: using practice sets 

in such units as filing and office typewriting whenever possible; 

emphasizing good work habits such as arriving promptly, beginning 

work quickly, having all supplies needed, checking for announcements 

3(\.red c. Archer, "Putting Flexibility in Perspective," Business 
Teacher, 38:15, December, 1960-January, 1961, 



on the bulletin board, and keeping material• organised; aaaigning 

committee• to prepare po1ter1, charta, and other material• for the 

bulletin board; and havina the atudants develop a manual which will 

be uaeful to th .. on their firat job1 . 31 

Cla•• organisation and procedure go hand in hand . To keep in 

operation any given procedure require• a cla11rooc organisation that 

will make 1uch a procedure poaaible. Miller ' • atudy revealed that 
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the following organisational plan1 or petterna were uaed ainaly or in 

combination: battery, rotation, job-hour, dictation, typewritina, 

recitation, integrated, and cooperative . The selection of a plan waa 

baaed laraely upon the phyaical facilitiea aa well as the objectivea 

of the courae . 32 

Inatruction baa aanerally been taught under one of the following 

three pattarna aa outlined in the Utah Buainaaa and Marketins Education 

Guida: 

1. Rotating Plan: In the rotatina plan the claaa ia 
divided into sroups, each group workina at a different 
taak. At intervab the cla11 "rotatea . " An entire 
aroup, with the exception of one of the more able 
ltudenta, movea on to another teak. The 1tudent 
selected remaina behind to instruct the .. mbars of 
the next group in the teak. 

2. !attery Plan: UDder thia plan each atudent in the 
claas is furnished with hit own piece of equipment . 
Since office equipment i1 expensive, few school• use 
the Battery Plan except for the teachina of filing 
and the teaching of 1mall computing aachina1. 
Con1equently, the Battery Plan is generally uaed 
in combination with 1ome other plan. 

31auth I . Ander•on, ·~enty-five Sugge1tione for the Teachina of 
Clerical Practice," ludneu Education Porum, 20:22 , 24 , March, 1966. 

3~Uler, .!!!.:. £ll.:_, p. 81 . 



3. Integrated or Actual Office Plan: Under this plan 
the classroom is laid out as an actual office, and 
each student functions as a different office employee; 
one acting as mail clerk, one as billing clerk, and 
so on. At certain intervals all students are assigned 
to new positions in the office so that eventually 
each has had experience in all the work stations. 
This plan is ideal if the number of students in the 
class corresponds to the number of positions in the 
office.33 

The "rotational plan" has become the most widely used means of 

teaching business machines, inasmuch as training may be offered with 

a relatively low investment in equipment . Ruegg called rotational 
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scheduling the process by which four common factors--students, equip-

ment and supplies, time, and units of instruction--will be organized 

and evaluated in light of each course aituation until the best possible 

program has been developed.34 

Teachers commented on establishing a class using the "integrated 

plan." This plan has also been called the "model office plan." In 

the classroom office or the "integrated plan" which Barbour used, four 

departmental offices were possible: sales, accounts receivable, and 

billing; purchases and accounts payable; inventory and production 

control; and payroll . Each department used six employees. Usually 

there were two typists, two machine operators, and two clerks. 
35 

In Florida, classrooms were equipped to simulate actual office 

conditions and a three-hour block of time was set aside for concentrated 

33utah State Department of Public Instruction, Business and Market
ing Education Guide (Salt Lake City, Utah: Utah State Department of 
Public Instruction, 1965), pp. 62-63. 

34Robert J. Ruegg, "Starting from Scratch in Office Practice, " 
Business Education World, 37:32-33, February, 1957. 

35Edna H. Barbour, "Teach Office Practice in s Classroom Office," 
American Business Education, 16:124, December, 1959. 
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instruction purposes. This block program coord inat ed and integrated 

office practice, business English, typewriting, and shorthand tran-

scription into a planned sequence of activities. Naturally, students 

must have earned credit in beginning typewrit ing and shorthand prior 

to being admitted to the program. Upon satisfactory completion of the 

course, students received credit in office practice, business English, 

and shorthand.36 

House discussed the possibility of using the "model office plan" 

as a supplemental means of presentation. By using the "model office 

plan" at the end of the year , the materials learned during the year 

could be reviewed.3 7 

The "job hour" plan has been described by several teachers, but 

an article on the subject that was written several years ago by Kalbaugh 

appeared to be the most feasible and workable. His plan was originated 

be bring realism to the classroom. It may be called a way of organizing 

instruction so that students get the feel of being responsible employees. 

There were two basic elements to the plan: first, the use of "pay checks" 

instead of ordinary grades; and, second, the organization of assign-

menta--whether they were textbook assignments or special projects 

undertaken as a service to the school--into "jobs f or which specific 

job descriptions were prepared."JS 

36Joseph R. Barkley , "Block Scheduling Provides for Concentrated 
Office Educ,.tion," Business Education Forum, 17:21, March, 1963. 

37clifford R. House, "Teaching Office Practice, a Family of 
Courses," Thl! Balance Sheet, 41:209, January, 1960. 

38A. J. Kalbaugh, ·~ethods in Office Practice. 5: How to Set 
Up and Use the 'Job Hour' Plan," Business Education World, 32:240, 
January, 1952. 
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Another modification would be to combine a cooperative training 

program with the claaa . Thia procedure waa advocated by Cook inaamucb 

aa it would make "the entire courae more meaningful and 1110et certainly 

help tba atudent gain an idea of bow an office job muat be handled."39 

A cooperative occupational training program waa defined by Smuts 

aa a plan which would correlate actual work experience in the community 

with claaaroom inatruction under the auperviaion of a coordinator or 

teacher-coordinator who waa occupationally competent . Under thia plan 

the community and the acbool cooperate to give occupational inatruction 

to atudenta who want it, need it, and can profit by it . The primary 

purpoaa of the program would be to aerve the occupational needa of the 

atudent and introduce the high acbool atudent to the world of work in 

the field of hie career objective. 40 

General characteriltica of the cooperative or part-time plan: 

1. A atudent apenda part time in achool and part time 
on an actual job. 

2. Two atudenta may bold one job, filling it full time 
by alternating, or one peraon may fill a job by work• 
ing only a few hours a day or a few daya a week . 

3. In molt ca1ea atudenta are paid for thia work, 
but in other caaea they perform the work in order 
to get the experience . 

4 . Under thia plan it ia vitally necee1ary for the 
teacher or acbool co-ordinator to maintain conatant 
contact with the employers to be aura that atudenta 
and employera are operating harmonioualy . 

5. Uaually only 1elected atudente, properly qualified, 
are given an opportunity for tbia kind of work . 

39rred S. Cook, "An Effective Office Practice Courae for the 
Small High School," The National !uaineu Education Quarterly, 
21:29, Kay, 1954. 

40,rancea Smuta , "Cooperative Work Programa for Secondary School 
Studenta," BUiine81 Education Forum, 16:15, 20, February, 1962 . 



6 . Classroom instruction is closely correlated with 
the work experience. The classroom instruction is 
often referred to as the co-ordination class . Special 
emphasis is placed on interpreting the work experience 
of the student. The teacher helps individual stu
dents to overcome their difficulties on the job and 
to develop special skills and knowledges needed on 
the job . A general over-all training in office 
practice is also advisable.41 
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Harms and Stehr added a different shade of meaning, but the intent 

of the cooperative or work experience program was further explained: 

Work experience of this kind combines practice with 
theory, a tenet that is rapidly becoming a part of the 
accepted philosophy of modern education. Such programs 
offer experience extremely difficult to obtain in school. 
They develop certain insights that lead to business 
intelligence. Students learn how to work, a akill that 
some feel is rapidly becoming extinct, and they learn 
how to get along with people. Part-time education offers 
the student an opportunity to satisfy his curiosity for 
work and enables him to earn part of his way through schoo1 . 42 

Included in the secretarial curricula will be instructional units 

best taught on each of the common plans. Classes can and have been 

organized involving a combination of plana from several or all groups. 

For example, three plans might be used: (a) the battery plan for 

dictation, transcription, theory, and study of secretarial duties; 

(b) the rotation plan for machine operation; and (c) the integrated 

or model office laboratory plan for office proeedures and routines. 

Regardless of the organizational plan adopted, Harms and Stehr 

recommended that student supervisors or assistants assist in the 

following responsibilities: 

1. Obtain work assignments from teacher and distribute 
them to class 

41suggestions for Programs of Office Practice and Procedures, 
.21!..:. .£.!!..., p. 6. 

42Harms and Stehr,~ cit., pp. 270-271. 



2. 

3. 

4. 

5. 

6. 

7. 

Check student performance. 

Assist members of the class in following rotation 
schedule, including the supervisory techniques. 

Make certain that all students work the full period. 

Check finished work and see that it is properly 
filed. 

See that supplies are available and that they are 
used economically. 

See that all materials are put away promptly and 
that machines are left in an orderly condition. 43 

Physical Facilities 

The physical facilities--room space arrangements, furniture, 

machines, appliances, and supplies--were the tools necessary to 

implement a course of study. Specific ideas on what was needed for 

a well-planned laboratory were studied. 

Physical Layout 

The arrangement of furniture and equipment in any room depends 

upon several factors: 

Obviously, a given room should be planned in terms 
of the major instructional program it will house. This 
should involve consideration of the exact type of equipment 
to be used in a given type of instructional program, and 
the way the equipment will be placed in order to obtain 
such desired results as freedom of movement in the room 
and adequate working areas and surfaces. More specifically, 
to obtain optimum results from planning, specifications 
should be developed for each room and should involve 
considerations of such factors as the following; number 
of stations, aisle clearances, desk and/or table dimensions, 
clearances between stations, and space for storage.44 

43Ibid., pp . 247, 249 

44tayouts and Facilities for Business Education, Monograph 81 
(Cincinnati, Ohio: South-Western Publishing Company, 1953), p. 4. 
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The first step in laying out a laboratory should be that of 

analysis, auch ae set forth by Collins: 

The teacher'• first step 1hould be that of analysis, 
for he should deteraine: 

1. The exact measurements of the apace available•• 
making a diatinction between usable and unuaable 
apace 

2. 

3 . 

4. 

5. 

6. 

7. 

8. 

The physical featurea··ahape, obatructiona such aa 
radiators, or poate, window and door poaitiona, 
location of blackboards and bulletin boards, closets 
and wardrobea 

Tb~ use to which the room will be put··if used by 
claaaee other than office practice or if used sa 
a passageway from other rooms 

The furnishings and minor equipment avai lable or 
to be aupplied--aiaea and eharacteriaties 

The number of atudenta per claas-·aetual and 
potential 

The plan of inatruetion••rotation, integrated, 
battery, etc. 

The poaaibility for acquiring additional equipment 
and furnishing• 

The rossibility of a change in enrollment !n office 
practice--either in character or in number 5 
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A check list was developed by Selden to aid in planning businesa 

education facilities. He felt that nine factora ahould be taken into 

consideration when planning an office or aacretarial practice room: 

1. Size: 1,000·1,440 square feet 

2. At least 15 running feet of chalkboard and bulletin 
board above chalkboard and in other areaa of room 

3. Lavatory facilities 

4. Acouatical treatment of room 

44Karian Josephine Collina, Handbook for Office Practice Teachers, 
Monograph 91 (Cincinnati, Ohio: South-Western Publishing Company, 1954), 
p. 21. 



5. Determine the maximum number of studen~to be 
enrolled in one class so each desk (minimum size, 
720 square inches) can be placed in the room with 
adequate aisle space (30 inches) 

6. Double electric outlet (extend above the floor) 
is included under each desk that will have an 
electrically operated machine 

7. Determine the location of the teacher's desk and 
f1 ling cabinets 

8. Make plans for adequate storage space 

9 . Master switch operated by a key46 

Suggestions for the physical planning of a business laboratory 
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was the subject of an article by the Geskes. They suggested: keeping 

outlets and cords out of aisles and other traffic lanes by carefully 

planning before wiring, including a master electrical switch, using 

the machine-family grouping plan, determining sectional arrangements 

by their convenient location to supplies, locating washing facilities 

somewhere easily accessible from all parts of the room, and utilizing 

blank wall space in the room by providing ample chalkboard and bulletin 

board areas or bookshelves and storage cabinets.47 

Archer cautioned that closets, wall and counter cabinets, shelves, 

and reserve stock areas should receive at least as much planning as 

machines and other equipment. In fact, the storage problem should take 

priority because it affect& every phase of classroom operation, even 

the non-laboratory phase. 48 

46william Selden, Planning the Facilities for Business Education, 
Monograph 112 (Cincinnati, Ohio: South-Western Publishing Company, 1964), 
p. 21. 

47Bob L. Geske and Joann M. Geske, ·~ow to Plan your Office Practice 
Lab, " Business Education World, 42:15-17, March, 1962. 

48pred c. Archer, "Getting Those Supplies Under Control," Business 
Teacher, 37:15, February, 1960. 
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The challenge of planning a room arrangement with sufficient room 

for a beehive of activity was discussed by several business educators. 

General suggestions pertaining to laying out the laboratory were made 

by Baltor: (1) Room layout should be a very personal thing. (2) A 

perfect layout does not exist. (3) ~~ teachers and students l ive and 

work in a room, they should constantly suggest and make changes to 

provide for more comfort and efficiency. (4) Office furniture special-

ists in the community will be glad to make suggestions. (5) The layout 

chosen should make it a pleasant place to work.49 

Several articles, including one prepared by Connelly, suggested 

that the course should be taught in an office atmosphere where the 

furniture in the room was arranged so that it looks as unlike a school-

room as possible . This was pointed out in her statement that: 

••• Practice classes should be taught in an office 
laboratory, just as we teach science in a science 
laboratory. One room in the high school should be 
converted into a model office, and this room should 
be ueed by business preparatory students only. There 
should be enough equipment so that the student can get 
the "feel" of an office and participate in the clerical 
processea.5° 

The role of the teacher in creating an office atmosphere was 

emphasized by Allee and Seufer: 

The teacher has the responsibility to "set the 
stage" for this type of classroom atmosphere, which 
is characterized by work-station arrangement of like 
equipment, a freedom of student movement in the class
room where necessary for performance of duties, realietic 
job assignments, the teaching of co-operation in working 

49Nathan Baltor, "I Like the Service Plan for Secretarial or 
Clerical Practice," The Balance Sheet, 41:302, March, 1960. 

50Mary E. Connelly, "Successful Unit Planning in Clerical Practice," 
Business Education Forum, 6:7, February, 1952. 



with fellow students and with the teacher, and a personal 
responsibility for the job done by acceptable office 
standards.Sl 

Harms and Stehr recommended that a room arrangement provide for 
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f ive definite work areas: duplicating area; filing instruction area; 

office machine area; shorthand-transcription area; and reception and 

"management" area.52 

Hicks commented on c lassroom arrangement: 

The traditional arrangement--all typewriters in 
rows, or all recitation chairs--is not suitable for 
secretaria l practice. Perhaps the traditional arrange
ment is the only feasible one, considering space limita
tions and the use of the room by other classes. Ideally, 
however, the secretarial practice room should have work 
centers--certain areas for filing, for typing workA for 
computing machines, for storage of supplies, etc. 5 ~ 

Furniture 

Ideas for selecting furniture w~re discussed by the Geskes: 

In selecting desks and tables, one should insist 
on having washable, nonglare tops ••.• If stationary 
desks are selected, adjustable chairs should be considered. 
For dictating-machine transcription, it is a good idea 
to use L-shaped desks with a lower section off the side 
for the typewriter and the higher main desk section 
f or the transcribing unit, stationery, books, erasers, 
and other paraphernalia •••• Work tables that hold 
several machines can be used if space considerations 
require that kind of consolidation. Tables tend to 
crowd the students, often make student "co-operatiog4 
too easy and are not adjustable to student heights. 

5lw. A. Allee and Elizabeth Seufer, "How to Teach Clerical Practice," 
National Business Education Quarterly, 28 :37, December, 1959. 

52Harms and Stehr,~ cit., p. 260. 

53charles B. Hicks, "Realism in Secretarial Practice," Business 
Education World, 33:234, January, 1953. 

54Geske and Geske, ~ cit., p. 15. 
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Stationary rather than adjustable desks or tables were recommended 

by Selden. This recommendation was made because adjustable desks cost 

almost twice as much as a fixed-top desk, students rarely raise or lower 

an adjustable desk to fit their needs, and mechanism on an adjustable 

desk may break and need to be repaired . SS 

Selden felt that an ideal desk would be an L-shaped desk. In a 

large school with more than one room with typewriters, the L-shaped 

desk could be justified for advanced work in shorthand and typewriting 

as well sa atenographic office practice . 56 

In the laboratory, several desk styles may be desirable; but it 

would appear that the moat versatile and most practical desk would be 

the newer modular or L-ahaped desks, according to Boggs. He also 

recommended large work tables in order to accommodate various odd 

jobs and properly designed tables to accommodate mathematical procesa-

ing machines. For the sake of appearance, ease of supervision, and 

arrangement of the room, he cautioned that it was highly desirable 

that different styles and sizes of de1ks be held to a minimum. 57 

Several authors, including the Geskes, recommended that an 

executive or secretarial desk be purchased. Students would take turns 

being assigned to this model desk and be responsible for the condition, 

neatness, and efficiency of the arrangement. 58 

55selden, ~cit., pp. 10-11. 

56tbid. 

57Lohnie Boggs, "Basic Considerations for Secretarial Office 
Practice," Secretarial Education with a Future, Nineteenth Yearbook 
of the American Business Education (Somerville, New Jersey: Somerset 
Preas, 1962), pp. 363-364. 

58ceske and Geske,~ cit., p. 16. 
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Boggs suggested two types of chairs for secretarial practice 

laboratories. He recommended straight chairs for use at work tables 

and contour swivel chairs at all desks where office equipment or appli-

ances were being used. Both the contour swivel chairs and the equipment 

desks or tables may be adjustable, but at least one should be. 59 

Equipment 

Much has been written about the selection of the equipment neces-

sary for an adequate vocational course. Basic to the purchase of any 

equipment or the development of special facilities must be the philos-

ophy regarding the outcomes desired. Walker pointed out this factor: 

Sound planning for equipment should begin with the 
established objectives of the school and more particularly 
with the purposes of the business department. The curriculum 
is essentially a written expression of the educational 
objectives •••• Criteria for the purchase of instructional 
equipment will be twofold: the department must (1} meet 
the urgent need to obtain equipment to facilitate the 
mastery of such basic skills as typewriting, shorthand, 
filing, arithmetic, and keyboard manipulation, and 
(2) provide certain desirable machines and appliances on 
which operational skills must be developed as an independent 
too1.60 

Guidelines for selecting equipment were set forth by the State 

of Utah Department of Public Instruction: 

1. The equipment should further the aims of business 
education in the school. 

2. The equipment should fill the curriculum needs of 
the school. 

3. The equipment should be of an acceptable type used 
in the area of employment. 

S9Boggs, ~cit., p. 364. 

60Arthur L. Walker, "Planning and Budgeting for the Equipment 
You Need--In the Smaller School," Business Education World, 40:9, 
April, 1960. 



4. 

5. 

The equipment should require skill in its operation, and 
not just acquaintanceship. 

The equipment should be modern and of the type used 
in industry. 61 

Douglas, Blanford, and Anderson recommended that the following 

purchases be avoided: machines that were expensive and complicated; 

machines whose operations were extremely simple and can be learned 

quickly; machines that will soon become obsolete; or machines which 

were highly specialized and should be learned on the job. 62 

Hicks cautioned that: 

It is important that, before you "go after" equip
ment, you separate the ideal from the minimum. All of 
us would like the ideal: all of us can recite long lists 
of machines and equipment that we should like to have. 
What we must have, as a minimum, may be something much 
more reachable. • . • You must determine what you need 
for your program in your school, to serve your students.63 

Many studies have been undertaken to assist in determining the 
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types of machines on which training should be given and miscellaneous 

equipment essential to establishing a secretarial or office laboratory. 

Since equipment purchases must be justified to school administrators 

and existing equipment utilized, articles and studies recommending 

equipment for office appliance courses and current trends in equip-

ment usage were reviewed. 

Harms and Stehr felt that for the usual office practice setup, 

the equipment has become somewhat standardized. A good course could 

6lutah State Department of Public Instruction,~ cit . , p. 64. 

62oouglas,.!!.:. A!:.• ~cit., p. 278. 

63charles B. Hicks, ·~ow to Get the Equipment You Need for Your 
Secretarial-Practice Course," Business Education World, 34:23, January, 
1954. 
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generally be built on such basic equipment as the ten-key adding-

listing machine, rotary calculator, and various duplicating machines. 

Equipment of a specialized type, such as bookkeeping and billing machines, 

should be carefully studied from the standpoint of real need. 64 

Douglas, Blanford, and Anderson felt that a great deal of time 

should not be devoted to instruction on the stencil or gelatin 

duplicators, since they were rapidly being replaced by the spirit 

or fluid and offset duplicators.65 

Purchasing offset duplicating equipment was mentioned in Archer's 

article. He stated that a secretary or stenographer would probably 

never be called upon to operate an offset duplicator. Yet while the 

teacher may not be justified in obtaining an offset duplicator to 

provide laboratory experience, she should make certain that the students 

understand what the offset process is and how it worka, 66 

According to Buchen, three machines should dominate the office 

machines class: the ten-key adding machine, the transcription machine, 

and the keypunch machine. He suggested that because of the versatility 

and wide use of the ten-key adding machine in modern offices it could 

be used in place of the key-driven calculator and the rotary calculator. 67 

Adding-listing machines, calculating machines, and the electric 

typewriter were considered by Thompson as basic to any business machine 

64aarms and Stehr, ~ ~. p. 262. 

65oouglas, ~~.~cit., pp. 278-279. 

66Fred c. Archer, "Including the Offset Process in Modern Office 
Practice," Business Teacher, 38:15, March, 1961. 

67Hsrvey A. Buchen, "Teach These Basic Office Machines," The 
Balance Sheet, 44:303, March, 1963. 



instruction. A minimum working knowledge of these three types of 

machines was considered essential in practically all types of office 

positions . He further stated that the key-driven calculator and the 

full-key adding machine were much too slow for today 1s business when 

the speed of modern calculators, such as the electronic calculator, 

have been measured in milliseconda. 68 

Thompson predicted that: 

Manufacturers' claims are so grand regarding exist· 
ing equipment that the teaching of touch systems and a 
high degree of skill in operating a variety of machines 
appear obsolete. The simplified keyboards and the 
multiple automatic keys of today's equipment make the 
functions to be performed on the equipment of major 
importance . 69 
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The typewriters in the secretarial laboratory should be represen• 

tative of those being used in the business community, stated Boggs. 

He suggested that both manual and electric machines be available and 

equipped with pica and elite type . In order to perform the special 

jobs expected in this course, type faces should range from micro-elite 

to script and to primer type. 70 

Tonne, Popham, and Freeman further stated that one proportional· 

spacing machine, one Selectric with interchangeable elements, and 

one long-carriage typewriter should be included in the laboratory . 71 

68Robert J. Thompson, ''New Media in Teaching Business Machines," 
New Media in Teaching the Business SubJects, Third Yearbook of the 
National Business Education Association {Washington, D. C.: National 
Business Education Association, 1965), pp. 163-164, 168. 

69Ibid., p. 162 . 

70Boggs, p. 364. 

71Tonne, ~ ~. ~ ~. p. 253 . 
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A business machines survey was completed under the direction 

of Frakes in order to determine what kinds of office machines were 

being used in comprehensive high schools in fourteen selected large 

cities. The results of the survey showed that: key-driven calculators 

were not used as much as formerly; more ten-key adding machines and 

printing calculators were being used today than in years past; not 

many schools were giving training on offset duplicators; most schools 

bad both ten-key and full-bank adding-listing machines with more ten-

key than full-bank; and that schools generally had four rotary calcu-

lators to a room with a typical distribution pattern of three manual 

machines to one semi-automatic or automatic electric,72 

A study to determine the machines used in the offices of Portage 

County, Ohio, was conducted by Bogges with the ultimate objective of 

determining the machines needed and the content for a high school office 

machines course. The moat frequently found machine wa• the typewriter. 

Electric typewriters were found in 23 of the 25 businesses surveyed. 

Next in total number of machines were calculators, adding machines, 

transcription machines, and duplicators. Specific common types of 

machines were: rotary calculators, ten-key adding machines, full-key

board adding machines, transcribing machines, and fluid duplicators. 73 

Magsig surveyed equipment available for instructional purposes 

in Ohio's large high schools. The study determined that a typical 

72 John c. Frakes, "Office Machines Setup in Comprehensive High 
Schools in 15 Large Cities," The Ohio Business Teacher, 23:64, April, 
1963 . 

73Violet F. Bogges, "A Survey of Selected Offices in Portage 
County, Ohio, to Determine Equipment Needed and Content for a High 
School Office Machines Course," The Ohio Business Teacher, 22:61-62, 
April, 1962. 
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school in the study had two duplicating machines , four key-driven 

ca lculators, three rotary calculators, three or four adding machines, 

and four voice recording machines. Schools giving indication of 

intent to add machines most often mentioned electric typewriters 

because of their widespread use in offices , listing calculators 

because of their possibilities in offices of the future, as well 

as electric rotary calculators, and IBM punch card equipment. The 

machine mentioned most often as being excluded in the future was the 

key-driven calculator. 74 

Jensen compared office appliances used in Utah high schools 

with current business usage . He recommended that training should 

be provided by all high schools on electric typewriters because of 

their extensive use by business; that training in the use of ten-key 

adding machines, rotary calculators, fluid duplicators, and dictating• 

transcribing machines should be provided because of the popularity 

of these appliances; that schools should provide an opportunity for 

students to become acquainted with the use and applications of the 

f ull-keyboard adding machine, printing calculator, photocopier, and 

stencil duplicator; and that the amount of training provided on the 

key-driven calculator be reduced. 75 

During the last five years, continued attention in professional 

literature has been given to multichannel shorthand laboratory equip• 

74Terry A. Magsig, "A Survey of the Office Machines Available 
for Classroom Instruction in Ohio's Larger High Schools," The Ohio 
Business Teacher, 23:57, April, 1963. 

75John R. Jensen, "An Analysis of Office Appliances Used in 
Utah High Schools Compared with Current Business Uaage" (unpublished 
Master's thesis, Utah State University, Logan, 1965), pp. 58-59. 
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ment. Advantages, brought together from a review of literature, were 

cited in Coleman's study . These advantages included: ( 1) The student 

could decide what type of practice would do him the most good. (2) 

The shorthand laboratory lended itself to the advantages of team 

teaching. (3) The voice of the teacher was saved . (4) When students 

were allowed to progress at their own rate, their interest increased 

and so did the level of retention. (5) Every student could be engaged 

profitably in an activity commensurate with his ability at any one time. 

(6) A laboratory offered various speeds and could offer material of 

current interest. (7) Work need not atop when the teacher was absent. 

(8) The teacher could observe and give individual help. (9) Special-

ized dictation could be prepared and offered to accelerated shorthand 

writers. 76 

Supplies 

A number of writers have attempted to present lists of minimum 

teaching supplies needed to :each s vocational course in office educa-

tion effectively. 

Douglas, Blanford, and Anderson listed the following supplies: 

miniature filing outfits or practice sets; styli; letter opener; stencils 

and masters; carbons; typing paper; duplicating paper; stationery and 

envelopes; correction fluid; staples and staple remover; dictionary and 

other reference books; and small office supplies such as paper clips, 

pins, scotch tape, package labels, paste, rubber bands, and sheara. 77 

76Brendan G. Coleman, "Making Optimum Use of a Dictation Lab," 
Business Education World, 45:17, May, 1965. 

77Douglaa, £b_ .!.!.:.• .21!.:. cit., pp. 277-278 . 
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Boggs listed miscellaneous supplies and reference materials 

needed because of the varied activities taking place in the course. 78 

Anot her list was included by Tonne, Popham, and Freeman.79 

Archer cautioned that proper supplies must be available to keep 

t he c lass operating at top efficiency and to get maximum use out of 

equipment. The age, condition, and quality of supplies can often 

make the difference between effective and ineffective performance, 

A program can suffer for lack of adequate supplies, and valuable 

equipment may be idle when a supply item runs out, 80 

Course Content 

Subject matter has been a major concern of business educators 

as revealed by the large number of professional writings and studies 

devot ed to this topic, 

Miller's study revealed that teachers' choices of subject matter 

were influenced by one or more of the following: courses of study, 

suggestions by other teachers, suggestions by businessmen, or text

books. 51 

Frisbie tabulated the subject matter found in four-widely used 

textbooks in the area of secretarial training . The body of basic 

data included in the textbooks covered the following subject areas: 

78aoggs, ~cit., pp . 367-368, 

79Tonne, .!.E.:. .!!:.• ~cit., pp. 253-254 . 

8°Fred c. Archer, "Organizing the Office Practice Course," 
(New York: McGraw-Hill Book Company, 1962), pp. 3-4. 

8 ~iller, ~ cit . , p. 75. 



Secretarial opportunities 
Personality and human relations 
Mail--incoming and outgoing 
Dictation and transcription 
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Communications--letters, interoffice, telegrams, etc., telephone 
Piling 
Applying for a position 
Reports 
Receptionist work 
Transportation--passenger and merchandise 
Statistical work 
Business organization 
Calculating and adding machines, as well as other more recent 

equipment 
Reproduction processea82 

Responsibilities, relationships, and review, the three R's to 

subject matter, were discussed by Hicks. They were: responsibilities, 

which contained the activities and knowledges needed by a secretary 

on the job; relationships, which included personality traits that had 

been emphasized by employers as essential to success; and review 

activities, which were spelling, grammar, vocabulary, letter format, 

arithmetic computation, punctuation, capitalization, word division, 

shorthand skills, typewriting skills, transcription skills, and office 

machine skills. 83 

Considerable attention has been given to analyzing the duties 

performed by secretaries in order to aid teachers in organizing units 

to be included in secretarial education. Casebier studied the 

activities and responsibilities of the secretary's average day and 

found that 72 per cent of the time was taken by ten major activities: 

typing, transcribing shorthand, taking dictation, taking breaks, 

using the telephone, handling mail, conferring with supervisor, 

82Frisbie, ~ ~. p. 338. 

83charles B. Hicks, "RRR's in Secretarial Practice," Business 
Education World, 33:177·178, December, 1952. 



filing and finding materials, preparing for work and closing the 

day's work; and composing and typing letters . One-third of the time 

was spent in some form of typewriting activity. Her time study in

dicated an emphasis on the basic skills in secretarial work. 84 

Jack cited research studies that analyzed job activities and 

responsibilities of secretaries. Among them was a study by John 

Doyle Conner who found that the handling of incoming and outgoing 
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calla, typing inter-office communications, typing letters and reports 

from longhand, composing letters at the typewriter, and handling 

incoming and ougoing mail were the most important activities of 

the aecretary. 85 

In large schools more than one vocational office education 

course can be taught. A common arrangement would be to offer a 

secretarial or specialized course and a nonspecialized or clerical 

office training course. The types of activities will vary somewhat 

between the two types of courses. Common course content suggested 

by Tonne, Popham, and Freeman would include: fundamental processes, 

job opportunities, personal qualities, human relations, finding a 

job, adjustment to a job, getting ahead, office etiquette, typewriting, 

office organi~ation, mailing duties, filing, telephone and telegraph, 

handling callers, duplicating, and adding and calculating. Specialized 

84Eleanor Casebier, "Profile of a Typical Secretary," Business 
Education World, 39:26-27, 33, October, 1958. 

85Margaret A. Jack, "Significant Implications From Research in 
Office Practice," Secretarial Education with a Future, Nineteenth 
Yearbook of the American Business Education (Somerville, New Jersey: 
Somerset Prese, 1962), p . 96, citing John Doyle Conner, "A Job Activity 
Analysis of the Duties of Secretaries Employed in the Electronics 
Industry and a Study of the Importance of Technical Terminology," 
(unpublished Master's thesis, Boston University, Boston, 1959), 76 pp. 



aecretarial content would include: transcription, letter writing, 

voice-writing equipment, receiving callers, preparing reporta, 

travel planning, summaries and reports, appointments, advance work 

in telephoning , personal records, library technique&, publicity, 

proofreading and checking, and aupervision. 86 
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The role of data processing in the classroom has been the subject 

of many articles pertaining to course content . Several articlea, includ· 

ing one prepared by Thompson, emphasized the importance of developing 

a broad, general understanding of business data processing and a know-

ledge of the adaptability of baaic skill in available machines such 

as electric typewriter• and ten-key adding machines to the proceaaing 

of data. 87 

Eight major units were recommended by Sivinaki: shorthand, type-

writing; transcription; letter writing; filing and office machines; job 

finding and job behavior; preparing business forms; and telephone, 

reception , and telegraph aervice. 88 

In Margrave 's two-period, two-credit terminal course in steno-

graphic preparation, 39 per cent of the time was spent on shorthand speed 

building and transcription; 13 per cent of the time waa spent on filing; 

23 per cent of the time was spent on office machines; and 16 per cent 

of the time was spent on special office procedure topics and testa. 89 

8~onne, !b. .!b.o ~ £.!!.:., p. 245. 

87Thompson, ~cit., pp. 164-165. 

88Joan M. Sivinski, "A Course of Study for the Small and the 
Average Size High School in Minnesota Combining Office Practice with 
Stenography II" (unpublished Master's thesis, University of Minnesota, 
Minneapolis, 1955), 122 pp. 

89Margrave, ~ ~ 



Courses of study found in 19 professional writings analyzed by 

Miller contained 39 different topics. Yet no one course of study 

contained all of the following topics: 

Applying for a job 
Banking 
Bookkeeping 
Business behavior 
Business English 
Business forms 
Civil service 
Clerical arithmetic 
Dictation and transcription 
Dup licst ing 
Ethics 
Filing 
General insurance 
General office duties 
Handling correspondence 
Handling mail 
Life insurance 
Multiple carbons 
Negotiable instruments 
Office machines 
Office organization 
Office supplies 
Office terminology 
Payroll 
Personality traits 
Planning a career 
Proofreading 
Receptionist 
Spelling 
Sources of information 
Spending plans 
Standards 
Stock exchange operation 
Syllabication 
Telephone, telegraph, and cable 
Types of business 
Transportation 
Typewritten work 
Work experience90 

The topics suggested by Miller centered around three areas: 

technical skills, which included stenography, typewriting, record-

90MUler, .21!.!. cit., p. 70. 
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keeping, filing, and operating office equipment; technical knovledges, 

which included business practices and procedures pertaining to banking, 

business arithmetic, business law, business communication, and office 

organization; and nontechnical knowledge&, which included the develop

ment of personal traits desirable for successful employment . 91 

Summary of Literature 

The literature included an analysis of several aspects of course 

planning: course objectives, organizational plans, physical facilities, 

and course content. Emphasis on listed objectives was placed on 

preparation, information, and utilization. A variety of organizational 

plans were studied including schedule, staff, and classroom organi

zation. Flexible scheduling and team teaching were cited as being 

important concepts in schedule and staff organization. A block-time 

course was classified as a form of flexible scheduling. As a form 

of staff organization, the single-subject type of team teaching waa 

primarily used in the teaching of business education courses . Clasa

room organizational patterns included: battery, rotation, job-hour 

dictation, typewriting, recitation, integrated, and cooperative. A 

class could be organized involving a combination of these patterns, 

but the rotating plan was the leading classroom organization pattern 

selected by teachers in the teaching of business machines. Physical 

layout, furniture, equipment, and supplies were the physical facilities 

reviewed. The physical facilities selected should be arranged and 

utilized in an office atmosphere in accordance with current business 

91Ibid . , p. 127 . 



usage. Subject matter tended to be influenced by courses of study, 

suggestions by other teachers, suggestions by businessmen, or text

books. Topics centered around three areas : technical skills, tech

nical knowledge&, and nontechnical knowledge&. 
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CIIAPTE!t III 

BASIC COMSIDERATIORS 

In order to aat forth a courae of atudy, many baaic factora had to 

be conaidared. Conaidaration had to be given to the general conditiona 

under which inatruction would be sivan. Some of the iteme included alae 

of achool, character of the achool, intereata and preaant•day needa of 

t he community, qualification• and alae of the teachins ataff, and avail· 

able teachins .. teriala and phyaical facilitiea. Tbeaa factora bad to 

be evaluated and the courae content adapted to meet tbeaa requirement• 

and limitationa . 

General Conditione 

1. School aiae . Bonneville High ia claaaifiad •• a large 

high achool in the atete of Utah with an enrollment of approximately 

1,300 atudenta in gradea 10·12 . The buaineaa depart .. nt operates •• 

a part of the regular high achool oraaniaetion with an enrollment of 

approximately 750 atudenta . 

2. Purpoae of the achool. The primary purpoaa of education at 

Bonneville High School ia to "teach a• completely aed comprahenaively 

aa poaaible maatery of the baaic aubject areaa of language, .. thematice, 

ecience, and eocial etudiea . "92 In addition to ita pri•ary purpoee, 

"well planned program• in vocational areae ahould be offered • .,93 

92"statament of Philoeophy," Bonneville High School Teacher'• Hand· 
~ (Ogden, Utah: Bonneville High School, 1965), p. 1. (Mimeographed.) 

93 
.!lli.:. 
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3. Qualifications and size of the business teaching staff. The 

staff consists of four full-time teachers. All teachers have business 

majors and have specialized in the specific subject areas that they teach. 

4. Community needs. Opportunities for stenographic employment in 

the communit y exist primarily in the areas of Federal employment and 

positions requiring stenographic as well as general office work. Many 

employment opportunities exist since the school helps to serve a commu

nity of 150,000 in the greater Ogden area. 

5. Text materials. All student text materials given in Chapter IV, 

with the exception of the shorthand text and reference manual, have been 

purchased on a departmental basis through a student fee because of the 

student expense involved in purchasing s variety of necessary instructional 

materials. 

6. Workability of course of study. The course of study was utilized 

during the 1965-66 school year. Revisions and improvements applicable to 

the particular needs of students were made in order to make a workable 

course of study . Recommendations were developed for further curriculum 

developments that could improve the quality of training received. 

7. Follow-up study. The vocational program developed in the 

state of Utah requires that a follow-up study of graduates enrolled in 

a program such as Secretarial Studies be conducted each year by the 

vocational counselor in the high school. 

Physi.c'll Facilities 

Factors that must be taken into consideration in order to make the 

most of school facilities and meet the requirements of the course: 
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1. The largeat room in the busineaa department waa selected for 

this course. Room dimenaion11 30 by 40 feet (1200 equare feet). 

2. The room muat accommodate office practice training at two 

levela: stenographic and clerical. At present, it will also be neceasary 

to utilize theae facilitiea for teaching elementary shorthand. 

3. There haa alwaya been, of courae, a certain amount of adminia-

trative resiatance againat "apecial purpose" rooma that cannot be used 

for other claaaea. A• a reault, the layout selected vas a "combination 

room" that could be utilized for the teaching of other buaineu coureea. 

4. A traditional arrangement of desks was the only feaaible room 

arrangement poaaible. In order to teach the ahorthand unit adequately, 

it waa neceaeary that atudent stations or deaka face the front of the 

room where chalkboard facilities were available. Even though a tradi-

tional arrangement muet be used, an oftice atmoephere prevails becauee 

of the furniture selected, Definite work centera have been eatabliahed, 

5, The leboeratory waa arranged to accommodate thirty student 

stations equipped with a typewriter at each station. Other buaineas 

machines were placed on individual machine tables or in the counter 

atorage area. 

6, Furniture and equipment that could be utiliaed in the courae1 

30 L-abaped deaka for typewriters 
14 Individual tablea for calculating machinea 

1 Large work table for duplicating 
48 Standard chairs 

2 Correapondence-eiae file cabinet• 
7 Standard electric typewriters 
2 Selectric typewriter• 
1 Long-carriage electric typewriter 

20 Manual typewriters 
10 Electric ten-key adding machine& 
2 Printing calculators 
2 Manual rotary calculators 
6 Key-driven calculator• 



2 Posting-bookkeeping machines 
1 Dictating-transcribing machine 
1 Transcribing machine 
2 Illuminated drawing boards 

7. Built-in facilities available: closet, counter cabinets 20 
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feet long for storage of supplies and equipment, washing facilities, wall 

electrical outlets along two sides of the room operated by a master 

power switch, 60 running feet of bulletin board facilities, and 25 

running feet of chalkboard facilities. 

8, Machine tape, typewriter ribbons, and small office supplies were 

furnished by the central district office of the Weber Board of Education. 

All other supplies were obtained through student fees from local office 

supply dealers. 



CHAPTER IV 

COURSE OF STUDY IN SECRETARIAL STUDIES 

Introduction 

This course of study was prepared to aid in the teaching of a block· 

time class entitled Secretarial Studies at Bonneville High School. 

It was assumed that (1) the course would be offered in the twelfth 

grade, (2) the applicants would have had at least one semester of type

writing and one year of shorthand, and (3) each applicant would be able 

to type at least forty words a minute for five minutes and take dictation 

at a minimum of sixty words a minute for three minutes on new material. 

Five Malar Units 

The course of study was divided into five major units or subject 

areas as follows: 

1. Advanced Shorthand 

2. Transcription 

3. Advanced Typewriting 

4. Office Procedures 

5. Business Machines 

The time needed to present each unit is included in Chapter V of this 

report in a suggested timetable of activities . 

Informational Outline 

The informational outline method of preparing and organizing this 

course of study was used because it furnished a quick reference to the 
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significant points to be covered in each unit. This method was felt to 

be more flexible than the rigid daily lesson plan style. Since flexibility 

waa one of the key factors desired in the planning of thi1 course, it was 

felt that this type of organiEation could be up-dated very easily and 

adapted to changing media. 

Text and Supplementary Material• 

In each main unit a group of books and supplementary materials vaa 

listed which were used as texts to formulate that particular unit of work. 

Adopted textbooks and available resource materials were used for etudent 

references. Supplementary teaching materials were aleo listed. 

The text references at the beginning of each unit were aelected 

after careful consideration and study. 

Advanced Shorthand 

Introduction 

Since the second-year shorthand unit vas specifically geared for 

stenographic competence, it wae imperative that the time be apent in 

activitiee that would bring the beet results possible. The shorthand 

instruction was concentrated upon the skills, knovledgee, and rate of 

speed needed to secure an initial stenographic position. A major part 

of the learning time ie devoted to writing activities. Shorthand theory 

should also receive attention throughout the unit. The more complete 

the understanding of theory, the greater facility the students will 

have in taking dictation, in improvising shorthand outlines, and in 

transcribing shorthand notes. 
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Unit References 

General Unit References. The following books and articles were 

used in the preparation of this unit: 

Condon , Arnold. "Principles for the Development of Theory and 
the Building of Writing Skills in First-Year Shorthand," Secretarial 
Education with a Future, Nineteenth Yearbook of the American Business 
Education, Somerville, New Jersey: Somerset Press, 1962. 

Douglas, Lloyd V., James T. Blanford, and Ruth I. Anderson. 
Teaching Business Subjects. Second edition. Englewood Cliffs, New 
Jersey: Prentice-Hall, Inc., 1965. 

Dry, Samuel W., and Nellie E. Dry. Teaching Gregg Shorthand and 
Transcription . Portland, Maine: J. Weston Walch, Publisher, 1962. 

Grubbs , Robert L. "Rx for Effective Shorthand Teaching," Business 
Education World. New York: McGraw-Hill Book Company, 1960-61. 
(Reprinted). 

Lamb, Marion M. Your First Year of Teaching Shorthand and Tran
scription. Second edition. Cincinnati: South-Western Publishing 
Company, 1961. 

Miller, Ernest E., Lenore G. Pierce, and Rowena Wellman. "Develop
ing Marketable Skill in Second-Year Shorthand," Secretarial Education 
with a Future, Nineteenth Yearbook of the ~merican Business Education. 
Somerville, New Jersey: Somerset Press, 1962. 

Rowe, John L. '~he Four Arts of Shorthand Teaching: The Art of 
Dictating," Business Education World, 40:15-16, October, 1959. 

Rowe, John L. '~he Four Arts of Shorthand Teaching: The Art of 
Previewing ," Business Education World, 40 :25-28, December, 1959. 

Text Used by Students. Adopted student text for this unit was: 

Gregg, John R., Louis A. Leslie, and Charles E. Zoubek. Q!!&g 
Speed Building. Diamond Jubilee Series. New York: McGraw-Hill Book 
Company, 1964. 

Texts Used by Teacher. The following supplementary texta were 

selected to aid in the teaching of this unit: 

Gregg, John R., Louis A. Leslie, and Charles E. Zoubek. 
Handbook for Gregg Speed Building. Diamond Jubilee Series. 
McGraw-Hill Book Company, 1964. 

Instructor's 
New York: 
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Porter, Leonard J. "Prentice-Hall Shorthand Dictation Pamphlet 
Series." Englewood Cliffs, New Jersey: Prentice-Hall, Inc., 1961-63. 

Steps to Success in Shorthand, Book 1 and 2. New York: Pitman 
Publishing Corporation, 1947. 

Strony, Madeline S., M. Claudia Garvey, and Howard L. Newhouse. 
Refresher Course in Gregg Shorthand Simplified. New York: McGraw-Rill 
Book Company, 1962. 

Zoubek, Charles E. Previewed Dictation. New York: McGraw-Rill 
Book Company, 1950. 

Zoubek, Charles E. Progressive Dictation with Previews. New 
York: McGraw-Rill Book Company, 1956. 

Zoubek, Charles E. Speed Dictation with Previews in Gregg Short• 
hand. Diamond Jubilee Series. New York: McGraw-Rill Book Company, 
~. 

Unit Objective 

Shorthand instruction in this unit has been designed to develop in 

the pupil the ability to take dictation encountered in a business situa• 

tion with sufficient speed to insure getting it down and with sufficient 

accuracy to produce a usable transcript. In order to obtain this broad 

objective, instruction must be given that will: (1) automatize common 

words and phrases; (2) build a business vocabulary; (3) aid the student 

in the formation of well-constructed and proportioned outlines; (4) 

further develop fluency and proficiency in writing and in reading 

shorthand through systematic review of theory; (5) develop the ability 

to record new-matter dictation requiring recall of outlines and the 

construction of new words; (6) build speed in taking dictation; (7) 

build sustained dictation skill on longer takes; (8) develop ability to 

take office-style dictation; and (9) develop desirable stenographic 

traits and habits. 



53 

Unit Outline for Advanced Shorthand 

I. PRETESTING OF STUDENTS 1 KNOWLEDGE OF SHORTHAND 

A. Measuring of the students' current dictation rates 
1. Sampling to determine the range of speed in taking dictation 
2. Dictating previewed matter for three minutes 

B. Measuring of the students' knowledge of shorthand theory 
1. Dictated simple theory teat covering all major basic 

principles of shorthand and excluding memory forms 
2. Dictated brief form test 

II. ORGANIZATION OF KATERIAu; FOR SHORTHAND 

A. Dictation tools 
1. Pen 

a. Notes must be written in ink rather than pencil 
b. A medium-fine point recommended 

2. Notebook 
a. Use of two notebooks--one for class dictation 

and one for homework 
b. Varying the column widths in the shorthand notebook 

by using two-, three-, and four-column notebooks 
B. Taking dictation 

1. Using your notebook 
a. Use only one aide of the notebook at a time 
b. If possible, the notebook should lie flat when 

student is taking dictation 
c. Keep an elastic around the used portion of the notebook 
d. Turn the page quickly 

2. Good work habits 
a. Keep the station neat 
b. Keep the textbook open to the current lesson 
c. Have dictation tools ready 
d. Do not borrow supplies or tools from others 

3. Tips on gaining shorthand speed 
a. The correct outline for brief forma must be automatic 
b. Homework writing practice a must in developing 

shorthand writing skill 
c. Endurance built by repetitively practicing many 

short takes at high speed 
d. Keep writing no matter how fast the dictation 
e. Supplement class dictation with practice at home 

(1) Use of television or the radio 
(2) Use of records available in the sc~~ol library 
(3) Use of the "•elf-dictation" method 
(4) Use of shorthand for personal notes 

94John R. Gregg, ~ ~. Gregg Speed Building (Diamond Jubilee 
Series; New York: McGraw-Hill Book Company, Inc., 1964), p. 11. 



Ill. HOMEWORK 

A. Varied aosignmenta from student text 
1. Basic student assignments to provide for flexibility 

and advancement in the shorthand assignment program 
a . The student reads the lesson from printed plates, 

writes the lesson once and encircles in the 
shorthand notes difficult words and phraaes, 
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reads lesson from shorthand notes, practices 
difficult outlines encircled in the first writing; 
rewrites the entire lesson for fluency 

b. The student writes entire assignment twice in 
shorthand, once from the text and once by copying 
from his own notes 

c. The student writes entire shorthand assignment 
twice and transcribes one letter on the typewriter 
from his own notes 

d. The student writes the entire assignment and 
transcribes two or three letters fron1 hie own notes 

e. The student transcribes the entire lesson double 
spaced on the typewriter and then writes in 
shorthand the lesson above the typed copy 

2. Different types of repetitive practice that can be 
utilized to avoid monotony in the shorthand assignment 
program 
a . The whole sentence method, the time copy method, 

the ae~Sence repetitive method, and the line skip 
method 

b. The "shadow" or "scrib~~e" writing method and the 
"spot" practice method 

B. Varied assignments from dictation 
1. A sustained five-minute take used as homework 
2. Dictation from tapes or records used for homework 

IV, EXTENDING THE SHORTHAND VOCABULARY AND WRITING PROFICIENCY 

A. Review of non-memory theory principles 
1. Systematic review procedure for word families 

a. Statement of theory principle 
b. Drill in writing familiar words involving the 

principle 

95Arnold Condon, "Principles for the Development of Theory and 
the Building of Writing Skills in First-year Shorthand," Secretarial 
Education with a Future, Nineteenth Yearbook of the American Business 
Education (Somerville, New Jersey: Somerset Press, 1962), pp. 145-147. 

96Karion K. Lamb, Your First Year of Teaching Shorthand and 
Transcription (second edition; Cincinnati: South-Western Publishing 
Company, 1961), p. 281, citing Hazel A. Flood, Brass Tacke of Skill 
Building in Shorthand (Englewood Cliffs, New Jersey: Prentice-Hall, 
Inc., 1951), pp. 39-40. 
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c. Drill in writing new words involving the principle 
d . Dictation of contextual matter packed with words 

pertaining to the principle 
2 . Systematic review procedure for word beginnings and 

endings 
a . Statement of theory principle 
b . Drill in writing familiar words involving the 

principle 
c . Drill in writing new words involving the principle 
d . Dictation of contextual matter packed with words 

pertaining to the principle 
B. Recall of brief forms and frequent phrases 

1 . Automatization of common words and phrases 
2. Dictation of contextual matter packed with words pertain· 

ing to the principle 
C. Review of special forms 

1 . Geographical expressions 
2 . Frequent names 

D. Shorthand penmanship 
1 . Accuracy practice drills on groups that require care 

in writing 
2. Proportion and outline construction drills 

E. Spelling and vocabulary development 

V. READING 

A. The reading of shorthand notes rapidly and accurately 
1. Spot checking on reading ability 
2 . Group or unison reading avoided 

B. Occasional reading from: 
1. Homework notes 
2. Familiar shorthand plates 
3 . Unfamiliar shorthand plates 
4. Notes taken during speed forcing on new-matter dictation 

VI. DICTATION 

A. Development of word-carrying ability 
1. Building word retention and idea retention during 

dictation using such methods as "spurt'' dictation97 

2. Timed writing of words, brief forma, and phrases 
B. D~velopment of speed by speed forcing 

1 . Building speed from assigned or familiar material 
2. Building skill with new matter previewed material 

a . Selection of materials for evenly spaced, repetitive 
dictation practice 

97Robert L. Grubbs, "RX for Effective Shorthand Teaching," 
Business Education World (New York: McGraw-Hill Book Company, 1960-61), 
p . 19 . (Reprinted . ) 



(1) Using short business letters from 80 to 160 
words in length 

(2) Using five-minute speed takes 
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b. Selection of speed-b~~lding pattern 
(1) One-minute plan 
(2) Grubbs's stair-step plan99 or inverted pyramid 

planlOO 
(3) Hazel Flood planlOl 
(4) The Blanchard pyramig

3
plan102 

(5) Wallace Bowman plan 
(6) Progressive plan and the reverse plan104 

c. Procedure for speed building 
(1) Dictation begins at a rate of speed attainable 

by the slowest student 
(2) Dictation advances progressively in 10-word 

intervals 
(3) The final dictation reduced to the control 

level of 10 words faster than the slowest 
speed dictated 

C. Development of skill in taking dictation 
1. Using a progressive speed builder or dictation consisting 

of 5 one-minute letters and each letter counted at a 
slightly higher speed 

2. Using progressive dictation or continuous dictation 
that gradually increases throughout the letter to 
higher and higher rates 

D. Development of sustained writing power 
1. Dictation of three- and five-minute takes at 20 words 

a minute slower than speed building practiced material 
a. For in-class practice 

(1) Students read notes, silently or orally, and 
encouraged to ask about correct outlines for 
difficult and unfamiliar words 

98John R. Gregg, Louis A. Leslie, and Charles E. Zoubek, Instruc
tor's Handbook for Gregg Speed Building (Diamond Jubilee Series; New 
York: McGraw-Hill Book Company, 1964), pp. 15-17. 

99crubbs, .!!~!.!.cit., p. 17. 

100utah State Department of Public Instruction,~ cit., pp. 39-40. 

lOlLamb, ~cit., pp. 88-89. 

102clyde Blanchard and Charles E. Zoubek, Teachera' Handbook 
for Expert Shorthand Speed Course, 3implified (New York: McGraw-Hill 
Book Company, 1951), pp. 10-15. 

103wallace B. Bowman, Shorthand Dictation Studies Manual (second 
edition; Cincinnati: South-Western Publishing Company, 1947), pp. 24-26. 

l04utah State Department of Public Instruction,~~ 
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(2) Repetition at aame dictation rate for improve
ment of accuracy and penmanahip progreaa 

b. Por official meaaurement and recording of progreaa 
(1) Grading in teraa of per cent of accuracy of 

the tranacript with any deviation from verbati• 
dictation counted aa an error 

(2) Tranacribing of auatained dictation on the 
typewriter in atraight-copy for. 

2 . Intereating current articlea uaed aa dictation .. terial 
for building auatained-writing power 

3 . Practice in taking long buaineaa reporta at an average 
apeed for the claaa 

4. Dictation at a moderate rate for an entire period 
E. Develop .. nt of akill in taking untimed and uneven dictation 

1. Untimed dictation apoken with apeed apurta and pauses 
2 . Office•atyle dictation 

a . Reading back portiona of letter 
b. Deleting parta from letter 
c . Makin& inaertiona 

3. Dictation at the typewriter 
4. Dictation over the telephone 

Tranacription 

Introduction 

Since tranacription baa been called a .. ny-faceted akill involving 

the ability to take dictation at a fair rate of apeed, read it back, 

and type it in .. ilable form, the tranacription unit vaa constructed 

to be integrated with the advanced ahorthand and typewriting unita . 

In interrelating the ele .. nta of tranacription into a aaooth 

coordinated activity, tranacription akill muat be built following 

a definite plan . Materials dictated must be arransed according to 

a planned program. En&lish skills muat be preaented with a follow-up 

in the .. terial tranacribed that day or the next . The atudenta 

will be expected to apply correctly principle• of typin& uaage and 

Engliah uaage that have been reviewed in the transcription and 

advanced typewriting unita . 
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Unit Referencea 

General Unit References. The following books and articles were 

uaed in the preparation of thia unit: 

Allan, Roscoe J. "Advanced Shorthand Transcription," Secretarial 
Education with a Future, Nineteenth Yearbook of the American Buaineu 
Education. Somerville, Mew Jersey: Somerset Preaa, 1962. 

Dry, Sa•uel w., and Nellie E. Dry. Teaching Gregg Shorthand and 
Transcription. Portland, Maine: J. Weaton Walch, Publilher, 1962. 

Grubb•, Robert L. "RX for Effective Shorthand Teaching," Bu1ineu 
Education World . New York: McGraw-Hill Book Co.peny, 1960-61. 
(lleprinted.) 

Tonne, Herbert A., Eltelle L. Pophe•, and M. Herbert Pree .. n. 
Method• of Teaching Buaineaa Sublecta. Third edition. New York: 
McGraw-Hill Book Company, 1965. 

Wagoner, George A., Elisa Davia, and Ruth I. Anderaon. ·~ow to 
Teach Transcription," Buaineu Education World. New York: McGraw•Hill 
Book Company, 1956. (Reprinted.) 

Text Uaed by Students. Adopted student text for tbia unit wa8: 

Gavin, Ruth E., and E. Lillian Hutchinson. Reference Manual for 
Stanoaraphera and Txpiata. Third edition. New York: McGraw-Rill Book 
Co~any, 1961. 

Taxta Used by Teacher. The following supplementary teata were 

selected to aid in the teaching of thia unit: 

Lealie, LOuie A., and Charles s. Zoubek. Dictation forTran
lcription. Diamond Jubilee Seriaa. Mew York: McGraw-Hill Book 
Company, 1963. 

Lealie, LOuis ~ •• and Charles E. Zoubek. Transcription Dictation. 
New York: McGraw-Hill Book Company, 1956. 

Unit Oblactive 

The prime objective of the tranlcription unit waa the development 

of the ability to transcribe office dictation in .. ileble form at a 

reasonable rata of apeed. In order to attain this objective the 



student must be able to: (1) take office-type dictation; (2) read 

notes efficiently; (3) transcribe accurately and speedily; (4) 

f ol l ow d i rections; (5) proofread and evaluate work; (6) make neat 

erasures and corrections; (7) spell; (8) punctuate, capitalize, 

t ype f igures in correct f orm, and construct sentences; (9) arrange 

t r ansc ribed materials attractively on the page; end (10) work under 

pressure. 

Uni t Outline f or Transcription 

I. BASIC TRANSCRIPTION TECHNIQUES 

A. Organization of material• 
1. Notebook techniques 

a. Notebook position 
b. Dating the pages of the notebook in the left-hand 

corner 
c. Numbering each letter dictated 
d. Leaving a few blank lines at the beginning of 

each letter for special instructions or information 
about the letter 

e. Drawing a diagonal line through your notes 
immediately a f ter transcribing each letter 

2. Manipulation of materials 
a . Having de1k well-organized and the proper tools 

ready 
b. Placing transcribed letters face downward on your 

desk 
3 . Care of equipment 

a . Erasing errors with the carriage to the extreme 
right or left 

b. Cleaning the type 
c. Changing the ribbon on a typewriter 

4 . Use of dictionary and reference manual 
B. Writing transcribable dictation 

1. Inserting correc t punctuation in notes 
2. Substituting the appropriate word for a shorthand 

outline which cannot be read 
3 . Understanding the content of dictation and transcribing 

for meaning 
4. Constructing unfamiliar outlines 

C. Typing from shorthand notes instead of printed materials 
1. Keeping eyes focused on t he notebook 
2. Transcribing in thought units beginning with words 

and then proceeding to phrases and aentences 



II. DEVELOPING TRANSCRIPTION TECHNIQUES 

A. The introduction of typed tranecripte ueing etraigbt-copy 
fora 
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1. Tranecription of plate material that bae been aeaigned 
previouely for homework reeding and writing practice 

2. Transcription of unfamiliar plate material 
3. Tranecription of eelf•written notee on practiced 

dictation material• 
4. Tranecription of eelf·written notee from related 

materials 
5. Tranacription of self-written notee taken from 

homework practice 
B. Applying rulee of English compoeition 

1. Punctuation pointer• 
a . The uee of the period 
b . The uee of the queetion mark 
c . Coaaua rules 

(1) Comma parenthetical 
(2) Co-. appoeition 
(3) Coaaua aerial 
(4) Comma if clause 
(5) Co-. conjunction 
(6) COIIIIII8 introductory 
(7) Comma when clauee 
( 8) Comma ae clauee 
( 9) Comma nonrestrictive 

(10) Comma and omitted 
d . Use of the semicolon 

(1) Semicolon end omitted 
(2) Semicolon no conjunction 
( 3) Semicolon becauee of comma 

e . Uae of the colon, daab, apostrophe, and hyphen 
2 . Word divieion 
3. Abbreviations 
4. Word ueage 

a . Subject and verb agreement 
b. Frequently confueed words 

5. Haw to write numbers 
6. When to capitalize 

c. Spelling 
1. Aseigning worde from a list of frequently aieapelled 

or "epelling demon" worde 
2 . Making and going over liet of words mieeed the day 

before in claee aesignmenta 
3 . Having etudent keep en individual list of words 

that are difficult 
D. Specialized tranecription drille 

1. Drille to develop the pattern of the expert in tran· 
ecribing 
a . Comparieon of typing and the tranacribin& rate 

(1) One five-minute timed writin& from etrai&bt 
copy material 

(2) Letter copy 



b. Developing the ability to produce corrected 
etraight•copy tranecripts at high ratee of epeed 
from sustained new-matter dictation to obtain 
timed atraight-copy production rate 
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c, Tranecribina in thought unite with materials 
marked in thought unite and atudente inatructad 
to read and tranacribe in thought unite. keeping 
the carriaae moving at all time• 

2. Orilla to increase tranacription speed from ahorthand 
copy 
a. Tranacription of the same letter from ahorthand 

notaa two or three timea in order to increaea 
the atudent'a tranacription rate 

b. Drill on typina from shorthand words and phrasal 
written on the board that appear in the material 
to be tranecribed 

c. Tranacription power i6&ve
105 

d, Call-the throw drill 
e. Variable-line writingl07 
f. "Scribble-typing" dr111108 

3. Proofraadin& drilla 
a. Finding typoaraphical error• 
b. Finding dictator's errore 

(1) Finding obvious errors in grammar 
(2) Findina inconaiatencies in names and dates 
(3) Finding computational errors 

4. Flow-of-word drills 
•· Carbon paper drills 
b. Letter production drill• 

III. DETAilS THAT MARJC THE ACCEPTA!LE LETTER 

A. Stationery 
!. Parte of a letter 
c. Punctuation style• 

1 . Open punctuation 
2. Mixed punctuation 
3. Closed punctuation 

o. Letter placement guide 
1. Judging the length of lettere from ahorthand notes 

for correct placement 
2. Adjuatina the placement of e letter OD a page when 

it appeare to be longer or shorter than originally 
estimated 

105Douglae, ~ £l&, ~ ~. pp. 243·244. 

1°6tonna • .!h .!.!:..• .22.:. £!!.:..• p. 230. 

107crubba • .22.:. £!!.:..• p. 31 

108Ibid, 



E. Letter styles--stressing blocked and semiblocked letter 
styles 

F. "Mailability" 

IV. SUSTAINED TRANSCRIPTION OF ARRANGED MATERIAL 

A. Transcription of new-material dictation consisting of 
short business letters 

B. Transcription of new-material dictation consisting of 
medium length business letters 

c. Transcription problems gradually increasing in complexity 
and correlated with typewriting production for review 
purposes 
1. Special notations in letters 

a. Enclosures 
b. Attention lines 
c. Subject lines 
d. Special mailing instructions 

2. Multiple carbons and carbon-copy notations 
3. Postscripts on letters 
4 . Very short business letters 
5. Two-page letters 
6. Tabulations within letters 
7. Internal communications 
8. Telegrams 
9. Minutes to meetings 

10. Short business reports 

V. TRANSCRIBING OFFICE-STYLE DICTATION 

A. Dictation at an uneven rate of speed 
B. Recording dictator's corrections 
C. Practice in tafb~g dictation under unusual circumstances 
D. Business units 

Advanced Typewriting 

Introduction 

This unit was designed to act as a means of forming a common 

employable level in production typing and of paving the way for the 

production of mailable transcripts. Although the course content has 
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been fairly well standardized, the teacher should have a basic outline 

109Roscoe J . Allen, ~ ~. P• 202. 
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to draw from in the construction of weekly lesson plana . The amount 

of time and material covered in the unit will depend upon the back-

ground of the students, 

Unit References 

General Unit References. The following books and articles were 

used in the preparation of this unit: 

Allen, Roscoe J, "Advanced Shorthand Transcription," Secretarial 
Education with a Future, Nineteenth Yearbook of the American Business 
Education . Somerville, New Jersey: Somerset Preas, 1962. 

Douglas, Lloyd v., and James T. Blanford, and Ruth I . Anderson. 
Teaching Business SubJects . Second edition. Englewood Cliffs, 
New Jersey: Prentice-Ball, Inc., 1965. 

Rowe, John L. ''How to Meet Changing Needs in Typewriting," 
Business Education World. New York: McGraw-Hill Book Company, 1964. 

Woodward, Thealore, and Eugenia Moseley, "Basic Typewriting," 
Secretarial Education with a Future, Nineteenth Yearbook of the 
American Business Education . Somerville, New Jersey: Somerset Press, 
1962. 

Texts Uded by Students . Adopted student texts for this unit 

were: 

Humphrey, Katherine, Allie D• le Lambert, and Howard L. Newhouse. 
Timed Writings for Typing and Transcribing. Diamond Jubilee Series . 
New York: McGraw-Hill Book Company, 1965 . 

Liguori, Frank E. Basic Typewriting Operations: Principles and 
Problems . Cincinnati: South-Western Publishing Company, 1965. 

Lloyd, Alan c. , John L. Rowe, and Fred E. Winger. Typing Skill 
~· New York: McGraw-Hill Book Company, 1960 , 

Unit ObJective 

The advanced typewriting unit was designed to reconstruct basic 

typewriting and production skills and to present an opportunity for 

developing the skills and knowledge& that were necessary in transcription. 
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In order to obtain thia objective, instruction muat be given that 

will: ( 1) reconstruct and review baaic akilla; (2) polish akilla 

previoualy learned and integrate those akille to actual job 1ituation1; 

(3) help student• reach an employable level in typewriting office for-1 

and communication•; (4) integrate related typewriting and tranacrip• 

tion 1killa; ( ~) maintain typewriting ekill1 in both sustained apeed 

and accuracy; (6) develop the ability to work under presaure at 

varied office joba; (7) encourage the exerciaing of initiative and 

re1ourcafulneae in .. eting new 1ituation1; (8) develop a critical 

attitude toward one'• awn work; and (9) cospo1e efficiently at the 

Unit Outline for Advanced Typewriting 

I. TYPEWRITING SKILL D!VELOPMEIIT 

A. Reconatruction of baeic akill 
1. Technique study 

a. Po1ition at the typewriter 
b . Proper location of finger• on the keyboard 
c . Right po1itioning of machine, textbook, and 1uppliea 
d. Stroking tecbniquea 

2. Manipulation of machine parte 
a . Review of machine operation• 

(1) leper guide and paper releaae 
(2) Margin• and tabular 1y1tem 

b. Drill• for operation of machine partl 
(1) Space-bar drill 
(2) Carriaae-throw drill 
(3) Shift•key drill 
(4) Margin•relea1e drill 
( 5) Tab-key drill 
(6) Beckepece drill 
(7) Shift-lock and relee1e drill 

3. Special technique• 
a . Special key• end character• not found on the type-

writer 
b. leckapacing and centering 
c. Underacoring 
d. Tabulating 



B. Baeic ekill drilla 
1. ~eyboard review drille 

a . Alphabetic practice 
(1) Rcaa-poeition drille 
(2) Kay bank drill• 
(3) Specific finaer drill• 
(4) Alphabetic worde, eentencea, and paragraph 

drUb 
b. Number and eymbol control practice 

(1) Specific finger drille 
(2) ''We 23" drills 
(3) Century drivec 
(4) Calling-the-throw number drill• 
(5) Statietical eentenca and paragraph drill• 
( G) Symbol drilla 

2. Jhytba drill• 
a . Balanced-band drille 
b. One-band drille 
c . Alternate-hand word drille 
d. Capitaliaation drille 

3 . Speed development drille 
a . Acceleration eenteneee 
b. Pbraea- davelopment drille 
e . Stroka•abarpening drille 
d. Word-family fluency drill• 
e . Downhill eentenea drill• 
f. Speed•eprint eentenee drille 

4 . Accuracy davalop .. nt drill• 
a . Anchor drills 
b . Wriet-aotion control drill• 
c . Concentration drill• 
d . One-hand word and eantenee drille 
e . Double- letter word drille 

5. Production drille 
a . Letter etylee 
b. Parte of buaineee letter• 

(1) Addreeeea and aelutatione 
(2) Cloeing linea end reference initiale 

e . Tabulating techniques 
d . Script and rough drafte 

(1) Script copy 
(2) Script eentencee and paraaraphe 
(3) Corrected ecript copy 
(4) Rouah•draft eentencee and paragraph• 

II . PRODUCTIO!f T!CRNIQU!S 

A. Correspondence 
1. Bueinaee lettare 

a . Summary of principles for bueineae lattere 
(1) Importance of lettare in bueinaee 
(2) Reference material• needed for typing 
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(3) lulea which govern the aetting up of a buaineaa 
letter 

(4) Parta of a buaineaa letter 
(5) Punctuation atylee 
(6) Row to "picture fraM" letter. 

b. Production probleu 
(1) Ca..only-ueed letter forma and plae ... nt 

(a) Pull block 
(b) Bloelt 
(e) Se~a1bloclt 
{d) Other atyle variationa 

(2) Special notetiona 
(a) Attention Una 
(b) Subject line 
(c) !neloaure notation 
(d) Carbon copy notation 
(e) Poatacripta 
(f) Airmail notation 
(g) Special delivery notation 

(3) Two-paae letter 
(4) Carbon eopiea 
(5) Special notation• within the body of a letter 

(a) !nuaerationa 
{b) Tabulation 

(6) Uae of off-alae atationary 
2 . Federal govern.ent correapondence 
3. Postal earda 
4 . Interoffice .eaorand~ 

a. Printed foraa 
b. Typewritten foru 

5. Telegrau 
B. Centering and juatifying of the riaht aargin 

1. Suamary of centering prineiplea 
e. Vertical centering 
b. Roriaontel centering 

2. Centering problema 
a . Readinaa and linea 
b. Paraarapha 
e. Off-alae paper 
d. Juatifyina the right aarain 

C. Statistical inforaation 
1. Tabulation 

a . Suaaary of tabulation prineiplal 
(1) B•eltapaee method 
(2) Mathaaatieel ~a~thod 
(3) Juds-ntal plae ... nt 

b. Guidea to preparing tablea 
e. Tabulation problaaa 

(1) Tablaa 
(a) Open tablea 
(b) Juled tablea 
(e) Boxed tablea 
{d) Unarranaed tablea 
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(2) Financial atat..enta 
(a) Incoma atate .. nt 
(b) Balance aheet 

2. Graphic preaentation 
a. Guidea to preparing grapba 
b. Graphic problema 

( l) Line graph 
(2) Boriaontal bar graph 
(3) Vertical bar graph 
(4) Pie graph 

D. Buaineaa Document• 
1. Kanuacript and report typing 

a . Sumaary of principle• for aanuacript and report 
typing 
(1) Importance of uniforaity 
(2) Structural parte of formal reporta 

(a) Organizing reporta 
(b) Sourcea of inforaation••priaary end 

aecondary 
(3) General rulea for aanuacript typing 

(a) Margine and apacing 
(b) Heading arrangement• 
(c) Pagination 

b. Arranging and typing report problema 
( l) Outline 
(2) Rough draft 
(3) Title page 
(4) Table of contenta 
(S) Liat of tablea, charta, or illuatrationa 
(6) Text of the report 

(a) Quotati:>na 
(b) Pootnotea va . croaa referencing or n ... 

and number ayatem 
(7) Appendix item 

(a) Tablea--aumaary and compariaon 
(b) Exhibits 

(8) Bibliography 
(a) Wame-and-year ayat .. 
(b) Wumber ayatem 

2. Publicity releaaea 
3. Speechea 
4 . Kinutea of meetinga 

• · Content 
b. Suggeationa for preparing the minutea 

E. Bueineaa forms 
1. Cbaracteriatica of forma 
2 . Cautions in typing foraa 
3. Problema in typing office foraa 

a . Printed forma 
(1) Purchaae order 
(2) Purcbaaa requiaition 
(3) Invoice 
(4) Credit memorandum 
(S) Statement of account 

b . Typewritten office foraa 



4 . Problems in typing legal paper• 
a . Printed legal form. 

( 1) Laaaea 
( 2) Affidavitl 
(3) Billa of sale 
(4) Deeda 
(5) Mortgages 
(6) Powera of attorney 

b . Typewritten legal forma 
P. Duplicating proceaaee 

1. The fluid hectograph process 
a . A maater "aet" conaiata of a aheet of apecially 

coated white paper and a special carbon- coated 
a heat 
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b . Typing the maeter 
c . Correcting a aaater 

2 . The stencil procees 
a . A atencil conaiata of two baaic parte: a atencil 

sheet and a backing sheet 
b. Preatenciling activitiea 

( 1) Clean typewriter keya 
(2) Set the ribbon indicator on "atencil" 
(3) Check touch control 

c. Typing the stencil 
d . Correcting a miatake 

Office Procedure• 

Introduction 

A courae in atenogrephic training ahould not be li•ited to 

inatruction in activitiea cloaely or nearly related to tranacrip-

tion. einca the competent atenographer or aecretary will be required 

to handle other office dutiea . Por example. she needa to be compe-

tent in dealing with people over the telephone or in filing office 

correapondence . 

The office procedure• unit waa deaigned to familiarise the 

atudent with methode by which office akilla and knowledge• may 

be applied. integrate previoualy acquired knowledge• and akilla. 

and utilise office akills and knowledge• in practical office aitua· 

tiona . 
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Unit l.eferenc .. 

eeneral ynit l.eferencee . The followina boo&. and article• were 

uaed ia the preperetion of thia unit: 

Archer, fred c . ·~ow to Select the Couree Content for Clerical 
Practice," J!ational BU81nau lducation Qunterb, 28:27·32, Decellber, 
195g. 

Archer, rred C. "Oraani&ina the Office Practice Courae. " 
Mew York: Cre11 Publiahina Divlaioa, McGr8V•R111 look c..,eay, 1962. 
(Special Service Brochure . ) 

loaaa. Lobate. "Beale Conaiderationa for Secretarial Office 
Prac:t ice," Secretarial J:ducat ion with a ruture, Mlaeteenth Yearbook 
of the ~rican Bueineaa Education. Somerville, a.- Jeraeyt So.ereet 
P1·aaa, 1962 . 

Col11ua, ~Arian Joaephine . Handbook for Office Practice T!f~hera . 
Monoareph 91, Cincinnati: South•Veetern Pub11ahlaa Co.peny, 1954. 

noualea, Lloyd v. , J..,• r . Blanford, end luth I. Aadereou. 
teechial Buelaeu Subtecta . Secon4 edltLon, Eaalwood Clift., 
lew Jereeyt Preat1ce•Ba11, lac . , 1965. 

friable, ll. Adele . ''Objactivea for and the Selection of Subject 
Matter for Secreterlal Office Practice, " Secretarial Education withe 
~. llneteeutb teerbook of tba ~rican Bueiaeee lducation. 
Somerville , lew Jereeys Soaereet Preae, 1962 . 

BerM, Rem, end 1 . w. Stehr. Methoc!a in Vocetioad lueinel! 
Education. Second edition. Cincf.nnatis South•Weatera Publieblua 
Co.peay , 1963. 

Text• Vaed by Studeata . dopted atudent texta for tbla uait 

were: 

filina Practice Workbook. Second edition. lew York: Plt.,n 
Publlahlua Corporetion, 1958. 

Creaa, Joba tobert, .!!.&. ~ Applied Secretarial Prectlce , 
fifth edltloa. Mew torlt: Mc.Graw-Bill lloolt CCIIIP•DY• ltd. 

t'extt u .. ct by teacbar. The followlua euppl-atery texta were 

eelectecl to aid ia the teacbiaa of tbia unit: 



Archer, Freel c. , by.oDcl r. lrecker, eDcl Joba c. rrakee. 
Qeaaral Off!ce Practlca. SecoDcl eclitlon. •• Yor1t1 Mc:Cr.,..Blll 
Boolt Coapeoy, 1963. 
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Aurur, lobert J.. • aDd Paul 8. llurtaau. Effective l!lliab for 
hlift!l!. rlfth ecU.tloo. ClaoiDDatis Soutb•W .. tena Pullliabiq co.,...,., 
1962. 
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I!Dit Ol!lectlv .. 

to order to llriclae the sap betweao the cla11 aDAI ella office, 

the office proceclurea uait vaa clevelopecl. The clealrecl objective vaa 

to develop the ability to haaclle eff1cleot1y tbe reapoaalb11lt1ea 

aad clutiea that a aceooarapblc poaitloa .-.u1raa. Peraoaa Who aapire 

to ateaoaraphlc poaitlou ahoulcl ac"ube1 (1) d,.irable vork halliu, 

attitude•, aod paraooal characterietice& (2) kaowledsa of vork 

(3) kaowledaa of baaktaa fac111tiea, fioaaclal aocl lesal activitiea, 
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priucipl•• of data proco11ina, tocboiqutl in bandliua cellor1, proce-

dur11 in baftdliua aail, aDd applyiaa for • Job; (4) aad 1kill ia fil• 

iaa, coapo1tna routine letter•, uao of the dictioaery oDd other 

roferoaco book1, uao of tolophoae 1orvico1, u•• of to1oaraph •arvicol, 

aDd uao of trauportatioa .. rvtc11. 

!pit Outliao for Office Procoduroa 

I . FJ.TtUC YOVISitr litO JUSI11ESS (tl-11 llalatiou) 

A. Qua11ficatiou aDd dutiaa of a atoaoaraphor 
1. SkUll 

a. lalic job akll11 
(1) Jaallah aDd c...uaicatiou 
(2) Spalllaa 
(3) Fiaurioa 
(4) Baadvritiaa 

b. Specific job 1k1111 
(1) typewrttlaa 
(2) Shortllaud 
(3) Jookkooplaa 
(4) nuaa 
(S) Office .. chiao operation 

2. Outlet perfor.od by tho ltouoaraphor 
a. typlaa hllao11 papon 
tl. Takia& dictatioa and traucribiaa 
c. Baadliua the aall 
d. llaklaa and a-rf.aa talophouo calla 
a. U1taa taleareph 1orvicaa 
f. eo.,oatua letter• 
&• Mootia& office caller• 
h. FUtaa 
1. Uaiaa buaiuo11 .. chiuoa 
j. Duplicatia& or aultiplo copy work 
k. Kaapilla record• 
1. Planaiua tho day'• work 
~ Mi1collauooue dutiol 

(1) Perforaiaa por1oaa1 aorvico1 for ..,toyer 
(2) riadia& data la rofaroaco bookt 
(3) Makioa appoiut..ata for ..,toyer 
(4) Maklaa arapha 
(S) Xaopina partODDtl aad/or ttatittical rocordt 
(6) laodU.aa travel arraaa-ntt 
(7) Ulloa thippina torvicat 

1. tho panonaUty of tba ttanoarepbar 
1. Pttnouality 

a. 1D1t1ativo 
b. Covrtaty ( ...... ra) 



c. !nthudae• 
d. Slacarity 
e. Voice aDd epeech 
f. Co-operetiveaeee 
I• Tact 
h. Social attitude 

(1) Pr1eudl1Dell 
(2) !Yellllell of dilpoaf.tiOD 
(3) Jreedth of latereete 
(4) A aeauiDe likina for other• 

2. Ralpoaa1bility 
a. Pro..,tDell 
b. Truttworth1Dell 
e. Loyalty 
d. Alab1t101l 
e. Pereiltnee 
f. Dependability 

3. Attitude toward the job aDd other• 
a. Pro.ptn••• aad reaularity 1a atteadaaea 
b. Pride ia ODe'• work 
e. ProductlOD of a day'a work 
d. Coneidaratioa of other• 
a. Job relatioaahlpl 

(1) t.ployee••Eaployaa 
(2) ~loyar••Eaployaa 

c. Panoaal appearaaca 
1. Cleanliae11 
2. "-ataa••• health, and po1tura 
3. llake•up 
4. Beir arooataa 
5. Salactioa of clothina 

a. Appropriate dreee 
(1) Color 
(2) fabric 
(3) Style 

b. Attractive accaeeoriae 
(1) Saalibla 1hoee 
(2) Jewelry 

U. OPriCI IQUIPMitl'l' AJID IUPPLIIS 

A. lecratarial famitura aDd a utp•nt 
1. The lecratary'• 4aek 
2. The 1eeratery'1 chair 
3. The typewriter 

a. Varioal part• aad f•atura• of a typewriter 
(1) Siea of type 
(2} Spacial keyboard• 

b. Care of the typewriter 
e. Spacial typewriter• 

(1) Vari•typer 
(2) J\lltOWl"ltlr 
(3} P1aa.writer aDd Syachro-tapa typewriter 
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1. Office ttationery and tupplia• 
1. Paper for butineae uaa 

a. Eind• of paper 
b. Grade of paper 
e. Weiaht or eubataaee of peper 
d. The d&ht aad vr0111 dde of peper 
•· l'ialah of the paper 
f, the uaa of color for variety 

2, Typewriter ribb0111 
•· l'ibu ribbona 
b, CarbOil-papar ribboaa 

3. Mitcellaaeoue office tupplla• 
c. Moaaiaa your work eraa 

1. Cood bouaakeepiaa 
2. Pl4lmiaa the day'• work 
3. Htadlina auppliea 

• · Arraaaiaa the daak dr..-ra 
b, Orderiaa office tuppliel 

III. UCOIDS CQI'l'lOL (UUna) 

A. l'iliaa eyet ... 
1. ••ad for different filea 

a. Buaiaete corretpondeace filet 
b, Pereoaal eorreapoodeace filet 
c, Pile of frt~~~ueatly called talepb011a •-hare 
d. Vitlble card file• 

2. Different ayat ... of fillna 
a. Alphabetic filet 
b, Ceoarepbic file• 
c. Subject filet 
d • ._de filet 
•· Chrftoloaieal file• 
f. SouDCiall filet 

1. Priaeiplat of alphabetic ladtlllaa 
1. Balle tet'lll to l~an 

a. Alpbabetlliaa 
b. Ullit 
e. Illllaaina 
d. Codiq 
a. SanaM, alvau ~~-, aact lliddla -

2. tadaxina nl•• 
a. •-• of iadiYiduala 
b. Bua ina., u•• 
c. Cova~at ._, aed politietl tabdlYiliOIII 
d, Special nlat 

(1) Janke and uuatl 
(2) CCitllpoullll saoaraphie n
(3) Title• and dear••• 
(4) Mtrried vo.ea 
(5) Addu .... 

e. Ct'olt nfanaeina 
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c. Piling proceduree and aateriale 
1. Preliainary etepe in the filing procedure 

a. Inepecting correepondence 
b. Readins aud indexing 
c . Coding 
d. croee-referencina 
e . Sorting 
f . PilinJ 

2. aulee for correepoudence filing 
D. filing equip .. ut and euppliee 

1. Guidee 
a . Priaary pidea 
b. Auziliary or eecoudary guidee 

2. Poldere 
a. Miecellaneoue foldere 
b. Individual foldere 
c . Poeitione of foldere and atylee of tabbing 
d. Preparation of folder labele end the uee of 

colored labele 
3. Piling cabinet• 

a. Standard vertical filee 
b. Open-ehelf filee 
c . Vieible filee 
d. Counter filee 

E. Other filing eyeteu 
1 . lfuaeric filius 

a . Organisation of a nuaeric file 
b. Advautaaee and dieadvantagee of uu.eric filius 
c. Procedure for filing nuaerically 

2. Geoarephic filing 
a. Arrangement of a geographic file 
b. Procedure for filing 
c. Advautaa•• and dieadvautagee of filins aeograph

ically 
3. Subject filing 

a. Arraugeaent of a eubject file 
b. Procedure for filius 
c . Adventagee and dieadvantaaee of eubject filing 

4. Soundex filing 
a. Soundez code numbere 
b. Soundex codins 

r . Charaing 
1. The need for control 
2 . Charging out records 

a . Out auidee 
b. Subetitution carde 
c . Out folder• 

3. Following up borrowed record• 
G. Tranefer .. thode 

1. Meed for traueferrina of recorde 
2. Plane of trauefer 

a. Periodic transfer 
b. Perpetuel trauefer 
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3. Storase 
4. Microfilmin& of recorda 

IV. FIMAJICIAL DutiES 

A. A review of buaineaa aathe .. tica 
1. Review of fundaMntala 

a . rractiou 
b. Dacimala 
c . risurin& percentaae• 
d. Fiaurina diacounte 
a . Fiaurina intereat 
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2. Speed and accuracy drill on the fundamental proceaaea 
a . Addition 
b. Subtraction 
e . Multiplication 
d. Diviaion 

B. Financial aetivitiea 
1. Caah payment• 

a. Verifyina invoices and atat ... nta 
b. Verifying and correetina credit•card atatemanta 

2. Forma of caah pay.enta 
a . Uaina a checking account 

(1) leepina a checkbook 
(a) Fillina out the atub 
(b) Writina a cheek 
(c) Uaina a voucher cheek 

(2) Stop•pay.ent procedure 
(3) Overdraft 

b. Spacial chaeka 
(1) Counter ehacka 
(2) Certified eheeke 
(3) Caehiar'a checka 

c . Other forma of payment 
(1) Bank drafta 
(2) Money ordara 
(3) Traveler ' • cheeka 

3. Makin& bank dapoaita 
a . Praparina coin1 and billa for depoait 
b. Preparing ehecka for depoait 
e . Preparing a depoait alip 

4 . taconcilina bank atata .. nta 
a . Syatamatic procedure for makina the reconciliation 
b. Locatin& errore 

S . Credit inatr-nta 
a . Wotea and draft• 

(1) Promiaaory notea 
(2) Bank drafts 
(3) eom.ercial drafta 

b. Diacounting notea and draft• 



C. IUiiUif for. 
1. ron~ for purc'llalill& a114 racdviaa 

a. Purcha11 requilitioa 
b. t.equa1t for quotatioa 
c. Purclla11 order 
d. t1ceivtaa r1cod 
a. Purcha11 iuvoic1 

2. ran~ for llllt.Da and Ialii procldurl 
a. Salu orcl1r fora. 
b. Crlclit 1pproval 
c. lilliaa or iavoicl.lla 
d. Crldit -ra114ua 
lo Stat-Btl 

D. finaacial r1cord1 
1. rtoancial 1tat-t• 

a. Iaco.e ltat ... ut (Profit and Loll Stat ... at) 
b. Balance 1he1t 

2. Petty ea1h record• 
a. &ltallliahiaa the fwd 
b. Kakiaa pa)'IIIDt froa the fuad 
c. bpleaiahiq th1 fuad 

3. Jteepiaa the 111Ployn'1 esp1ue reeorcl1 
a. Prepariaa eap1ue r1port1 for tax purp01e1 aDd 

for coapaay accountability 
ll. lteepilll racord1 of travll aD4 1atortai-t 

4. Payroll aad taa ncorcla 
a. Payroll calculatiou 
b. financial raportl and fora. r1quirld 

(1) llldbidual 1amiap ncorcl 
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(2) !ax and iafon~tioa ntuml .. ell by IIIPloyor 

f. DATA PllOCISSIJO 

A. Iatroductloa to clata proculiaa 
1. Data proc1111aa u aaothar ..-e for offici vork 

a. !he proc1111aa of data by haad 
b. !he procelfiRI of data by •chl.llal 

2. !he clata proce1aina cycle 
a. Uaiaa bUII.Ilae1 fora. or 1ource cloc~tl 
b. Maaipulatiaa data by office .. chiala 

3. !he arowiaa t.portaac1 of clata procelflq 
1. hlaclplel of aut-tioll 

1. Dafiniq aut-tioa 
2. St.pUfyina a1l4 Mchauiliaa offici varlt 
3. APPlYiaa 1vt-tho to 1Uipl1 offici jok 

a. CarboD paper 
b. Wiadov anvalope• 
c. Peaboarcl• 
4. lteyiOrt procelf 

4. !he aut-tid data•proculiaa cycle 
5. tt.itatiOill of office aut-tioa 



c. Coamon language ueed by data procesaing equipment 
1. The need for a co.mon language 
2. Language eyeteme 

a . Punched 
(1) Numeric 
(2) Alphabetic 

b. Mark-eeneed carde 
c. Perforated paper tepee 
d. Maanetic tapes 

D. Introduction to data proceseing ayetema 
1. The tabulating eyetem or accounting ayetem 

a . Baeic aachinee ueed in proceeeing data 
( 1) Key punch 
(2) Verifier 
(3) Sorter 
(4) Tabulator 

b . Procedure followed in utilizing proceea 
2. Integrated data proceeeing aystem 

a. Operation of a IDP eyatem 
(1) The procedure of reproducing repetitive 

data mechanically 
(2) Common language tape prepared by other 

machinee euch aa typevritera, addin&, 
calculating, billing, and bookkeeping 
machinea 

(3) Machinea produce typed invoices or other 
buaineee forma by reading tha tapa 

b. Advantage• of IDP 
3. !lactronic•cosputer eyetem 

a . Digital and analog computers 
b. Computer language--the binary code 
c . Co.puter Jnemory 

(1) Computer worde and addreeees 
(2) Inatruction format 

VI. Ca4MllRICATION TECHNIQUES AND TIWfSMITTAL SBRVIC!S 

A. Receiving the public in pereon 
1. Receiving caller• 

a . Making appointment• 
b . Preparing for vieitore 
e . Receiving a caller 
d. Helping to terminate a call 
e . Canceling appointment• 

2. Doubling as a recaptioniet 
a . Claeaifyina eallare 
b. Handling callere 

3. Arranging maetinge 
a . Preparing for meetinga 
b. Taking the minutea 
c . Following-up after meetinga 

77 



a. Telephone aervicea 
1. Telephone aeeata 

a. Eeaeattal voice qualittae 
b. Telephone courtaay 

2. Tektua buaiftaaa calla 
a. Anaverina calla 
b, Givifta identification 
c. Screantaa calla 

(1) aouttua calla 
(2) Calla for the boae 
(3) Pereoaal calle 

d. Aikin& callara to walt 
e. Offertua aaaietauce 
f. Takiaa a .. aaaae 
I• Tranaferrtaa the calla 
h. Takiaa dictation by telephone 
1. Taratnatiaa the call 

3. Maktna outaotaa call• 
a. Ullna the telephone directory 

(1) The introductory paaea 
(2) The alphabetical pea•• 
(3) Yellow pace• (claeaifled directory) 

b. Plauntna buataeaa calla 
c. Placina local buainaaa calla 

(l) All•numbar dialln& 
(2) Interoffice calla 

d. Placlaa lona diataace calla 
(1) Typaa of loaa diataace calla 

(a) Station•to•atation 
(b) Peraon•to•peraon 

(2) Direct diatance dialin& 
(3) Mobile and .. rine aervicaa 
(4) Overaeaa calla 

e. Developtua the call 
f. Cloaina the call 

4. lpecial telephone aervlcea 
a. Coufarenca calla 
b, Sequence calla 
c. Appointment calla 
d. Toll credit card• 

5. Spacialtaed aqulpqent iu ca..on u.e 
•· tey telephone ayat ... 
b, The telephone awitehboard 
c. Speakerphone 
d. Electronic aecratary 
e. TeletypiWI'itar aervica 
f. Auto.atic dialer• 
I• Data•pbone 
b. Touch•tona aervica 
1. Telecord ayatea 
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c. Polltal eervtc11 and proce11taa the aaU 
1. Bow poetal eervtcee help 

a. Dietaace factor 
b. ti• factor 

2. Cla1111 of .. u 
a. rtret•clall .. il 
b. lecond•claee aail 
c. thircl•clall .. u 
4. rourtb·cla•• aail 

3. Spacial earvice1 
a. Spacial clelivery 
b. Special haaclltua 
c. Clrtificata of aaUtua 
d. Certiflecl .. 11 
•· Reatetered .. 11 
f. Iuurd .. u 
I• c.o.D. ••rvtca 
h. tractaa .. 11 

4. Poatal rate• 
5. Actual coat of a buetae•• lattar 
6. lntenatloaal .. u 

a. Poetal•uaioa it ... 
b. Pucal poat 

7. Outaobaa .. u 
a. ly•ta• of 'haD411aa outaotua .. u 
b. Precauttou before releaetua .. 11 
c. fold1na aDd tuerttaa lettare 
d. DiffereDt lty1el aDd Iiiii Of bvliDell eave10pll 
e. Skill 111 acldreedq emre1opel 

(1) Chain feecl1aa ea.e1op•• 
(2) Correctina errore ta a44r••••• 

f. st..,. 
(1) Aff1xiaa 1ta.p1 
(2) Precanceled et..,l 
(3) St..,ecl 1 velopae aacl card• 
(4) Metered .. 11 

8. Iac•1aa .. u 
a. Opeaina the .. u 
b. l-111& CODtiDU 
c. Dattua. eortlaa. and 4letribut1ua .. 11 
cl. UDderl1ataa end eRDOtattaa the .. 11 
•· Arraaaiaa correepODdaaca for ..,toyer 

t. Yol- .. utaa 
D. te1earaph c...ualcat1oae 

1. salact1aa tha type of eervlce 
a. the fvl1•rate tel•ar .. 
b. the day letter 
c. The atabt letter 

2. The vorcl couat eyete• for telear ... 
3. telaaraph rat•• 
4. Prepariaa telearaph -••aa•• 

•· ror..t of a telear .. 
b. typtua telear.-
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5. Composing telegrams 
6. How to file telegrams 
7. Other services available 

a . Repeat back 
b. Report delivery 
c . Sending money 
d. Hotel-motel reservation service 

E. Composing assignments of the secretary 
1. Writing business letters 

a. Principles of effective letterwriting 
(1) The "C" qualities of letterwriting 
(2) Effective tone in business writing 

(a) The "you" attitude 
(b) Avoiding old-fashioned expressions and 

unnecessary words 
(3) Simplicity of vocabulary 
(4) Writing forceful first and last sentences 

b. Writing simple business letter• 
(1) Letters of acknowledgment 
(2) Letters of inquiry 

(a) Asking for information 
(b) Making reservations 

(3) Acceptance letters 
(4) Letters concerning appointments 
(5) Thank-you letters 
(6) Letters ordering goods or services 

2. Composing notices 
F. Sources of information 

1. Basic references with which eecretarial employees 
should be familiar 
a. Books containing information concerning people 

and business concerns 
b. Books containing information concerning words 
c . Books containing information dealing in facta 
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d. Books containing information concerning geography, 
travel, and tran1portation 

2. Using the school library to answer a variety of topics 
that could arise in the daily operation of a business 

G. Transportation 
1. Busineas travel 

a. Air travel 
(1) Classes of service 
(2) Making airline reservations 

b . Train travel 
(1) Classes of train travel 
(2) Obtaining accommodations 

e . Bus travel 
d. Automobile rental• 
e . International travel 

(1) Paasporta 
(2) Visa 
(3) Vaccinations and inoculations 



2. Making travel arrangements 
a. Using the services of a travel agency or company 

transportation department 
b . Preparation of the itinerary 
c. Making reservations at a hotel or motel 
d . Travel funds 

(1) Travelers' checks 
(2) Credit cards 
(3) Letters of credit 

e . Handling the office when the boas is away 
(1) Handling correspondence 
( 2) Handling callers and telephone messages 

3. Shipping services 
a . Methods of shipping 

(1) Messenger 
(2) Parcel post 
(3) Railway express and railway freight 
(4) Truck 
(5) Bus 
(6) Boat 
(7) Air express and air freight 
(8) REA express 

b . Shipping terms and abbreviations 
c. Preparing materials for shipping 

(1) Shipping papers 
(2) Packing materials for shipping 

VII. LEGAL FACETS 

A. Routine legal relations 
1. The contract 

a . Formal contracts 
b . Simple contracts 

2 . Power of attorney 
3. Affidavit and verification 
4. Acknowledgment 
5. Bills of sale 
6. Deeds, leases, and mortgages 
7. Willa 

B. Preparing legal papers 
1. Characteristics of legal copy 

a . Number of copies 
b. Margins 
c . Paragraphs 
d . Signatures and aeal 

2 . Filling in legal forma 
3. Making a typewritten legal form 

C. Other legal duties 
1. Witnessing a signature 
2. Acting as a notary public 
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VIII. SEEKING EMPLOYMENT 

A. Job opportunities 
1. The nature of the job 

a. Kinds of positions 
(1) Clerical positions 
(2) The stenographer and the secretary 

b. Types of businesses or where stenographers work 
(1) Those that produce goods 
(2) Those that render services 
(3) Those that distribute goods 
(4) Those that render distribution assistance 
(5) Those that render financial assistance 

c. Size of the business 
2. The job market 

a. Private enterprise 
b. Governmental (civil service) 

3. Educational qualifications 
a. Need for broader training and self-development 
b. The certified professional secretary 

B. Locating job leads 
1. State employment service 
2 . Newspaper advertisements 
3 . Civil Service Commission 
4. Personnel offices 
5 . Friends end family acquaintances 

C. Applying for the job 
1. Preparing a data sheet 
2. Writing a letter of application 
3. Pilling out application blanks 
4. Finding out about the company 

D. Being interviewed for the job 
1. Checking your appearance 
2. Taking necessary materials with you 

a. Letters of introduction 
b. Data sheet 
c. Social eecurity card 
d. Pen, sharpened pencils, shorthand notebook, ink 

eraser, and pocket-size dictionary 
3, Being prepared to answer typical question• asked 

of beginners 
4. Conducting yourself during the interview 

a. Letting the interviewer take the lead in conver-
sation 

b. Looking at the interviewer 
c . Keeping cool and calm 
d . Speaking distinctly 
e . Avoiding exaggerations 
f. Stressing your ability and interest for the job 
g. Explaining how you can improve while on the job 
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E. Landing the job 
1 . Being there bright and early 
2. Filling out forms neatly and completely 
3. Selling yourself at the interview 
4 . Following up your application 

a . The thank-you note 
b. The return visit 
c . Telephone check 

IX. JOB SUCCESS 

A. Characteristics of job success 

B. 

1 . Following instructions 
2 . Considering the personal relationship factor 

a . Relationships among employees 
b. Relationships with employer 
c. Relationships with the public 

3. Holding the job and growing into it 
a . Making haste slowly 
b . Avoiding socializing 
c . Watching your grooming 
d . Setting high standards of performance 
e. Being a good listener 
f . Asking questions 
g. Learning names 
h . Learning the business 
i. Being alert 

4 . Efficiency while working 

5. 
The 
l. 

2. 

a . Good housekeeping 
b . Working methods 

c. 

(1) Work flow pattern 
(a) Efficient management of work area 
(b) Efficiency of the general office lay

out 
(2) Work simplification 

(a) Rules of minimum effort 
(b) Rules of symmetrical and rhythmical 

motion 
(c) Rules of space and tool utilization 

Handling supplies 
Self improvement 
role of labor in job success 
Utah labor laws 
a. Standard hours of employment in Utah 
b . Minimum wage 
c . Deductions 
The role of worker organizations 
a. Advantages of unions 
b. Disadvantages of unions 
c . Union grievance procedures 
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X. UNDERSTANDING YOUR ORGANIZAIION 

A. Types of business ownership 
1. Sole proprietorship 
2. Partnership 
3. Corporation 

B. Office organization 
1. The small office plan 
2. The departmentalized office plan 
3, The centralized office plan 
4. The combination plan 

c. Knowing where the orders come from--line of authority 
1. Line organization 
2. Functional organization 
3 . Line and staff organization 

Business Machines 

Introduction 

The business machines unit covers several types of machines . 

For the purpose of this unit, business machines will refer to the 

several mathematical processing machines, transcribing or voice• 

recording machines, and duplicating equipment . 

Constant change has been taking place in the number and type 

of machines being uaed by buaineaa . This unit provides a splendid 

opportunity to teach important office procedures and to emphasize 

the use of machines as tools to complete office joba . Machine knowl• 

edge includes the function, the operation, and the advantage of a 

particular type of machine over other types of machines . 

Unit References 

General Unit References. The following books and articles 

were used in the preparation of this unit: 

Archer, Fred c., Raymond F . Brecker, and John c. Frakes . 
General Office Practice. Second edition. New York: McGraw-Hill 
Book Company, 1963. 



Place, Irene, and Charles B. Hicks . College Secretarial Proce
~· Third edition. New York: McGraw-Hill Book Company, 1964. 
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Thompson, Robert J . '~ew Media in Teaching Business Machines," 
New Media in Teaching the Business Subjects, Third Yearbook of the 
National Business Education Association. Washington, D. C.: National 
Business Education Association, 1965 . 

Texts Used by Studenta . Adopted student texts for this unit 

were: 

Keehan, James R. , and Gilbert Kahn . 
Ten-Key, Full-Key, Printing Calculator . 
Company, 1962. 

Row to Use Adding Machines-
New York: McGraw-Hill Book 

Keehan, James R. Using Rotary Calculators in the Modern Office . 
New York: McGraw-Rill Book Company, 1965 . 

Texts Used by Teacher . The following supplementary texts were 

selected to aid in the teaching of this unit: 

Richards, William and Robert Woodward . Duplication Doa and Don'ts . 
Portland, Oregon: Allied Publishers, Inc . , 1959 . 

Robichaud, Beryl. Understanding Modern Business Data Processing. 
New York: McGraw-Hill Book Company, 1966 . 

Unit ObJective 

The unit on business machines was included in order to acquaint 

students with the methods of operating business machines and of 

performing typical office tasks . Specific objectives relating to 

the fulfillment of this broad objective are: (1) to become familiar 

with the latest buainesa equipment and machines; (2) to develop an 

accurate concept on how office machines can be used t o expedite 

business activities; (3) to obtain a reasonable degree of efficiency 

in the basic operation of three commonly used adding and calculating 

machines; (4) to become familiar with the many business forms and 

problema encountered in a typical office through realistic and practical 



business situations; (5) to develop a practical knowledge and skill 

in the operation of voice-writing equipment; and (6) to become 

familiar with duplicating processes and equipment . 

Unit Outline for Business Machines 

I . DUPLICATING PROCEDURES AND EQUIPMENT 

A. Basic factors in duplicating 
1. Requirements 

a . Number of copies 
b. Charactaristica of the copy 
c. Color 
d . Size of copy 
e . Type of paper 
f. Number of aides used 
g. Quality desired 
h . Speed 
i . Cost 

2 . Processes available 
a . Carbon paper 
b . Hectographic (dye) process 
c. Stencil process 
d. Offset proceaa 
e. Photocopying process 
f. Printing process (letterpress) 

B. The fluid hectograph or spirit process 
1. How the hectograph process can be used in the office 
2 . Advantages and disadvantages of the process 
3 . Preparing the maater 

a. Typing a master 
b . Using several colors of hectographic carbon 

paper 
c . Making corrections 

4 . Operating the duplicator 
5. The azograph or solograph proceas 

C, The stencil process 
1. How the stencil duplicator can be used in the office 
2 . Advantages and disadvantages of the process 
3 . Preparing the stencil 

a . Planning the layout 
b. Drawing and lettering techniques 
c . Making corrections 

4. Operating the duplicator 
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5. Using electronically prepared stencils or the facsimile 
process 
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D. Offset duplicating 
1. How the offset duplicator can be used in the office 
2. Principles of offset duplication 
3. Advantages and disadvantages of the procesa 
4. Preparing the master 

a . Direct image 
b . Photo-offset 

E. Photocopying process 
1. How the photocopying machine can be used in the office 

a . Using the process for cross-referencing 
b. Mail-routing procedures 

2. The growing importance of the photocopying machine 
3. Advantages and disadvantages of the process 
4. Basic classifications of office copiers 

a. The dry copying process 
(1) Thermography 
(2) Electrostatic 

b . The liquid-developer or wet process 
(1) Diffusion transfer 
(2) Dye transfer 
(3) Stabilization 
(4) Diazo 

II. DICTATING AND TRANSCRIBING MACHINES 

A. The purpose of dictating or voice-recording equipment 
1. Using dictating machines in the modern office 
2. The growth and importance of machine transcription 

B. Types of equipment 
1. Dictating model 
2 . Transcribing unit 
3. Combination dictation and transcription unit 
4 . Portable dictation unit 
5. Network dictation equipment 

C. Types of recording machines 
1. Plastic and magnetic belt recorders 
2. Disc recorders 
3. Magnetic tape recorders 
4. Tape recorders 

D. Learning to transcribe on the machine 
1. Learning how to operate the equipment 
2. Points to remember when transcribing 
3. Practice in transcribing from pre-cut belts 

E. Learning bow to dictate 
1. Learning how to operate the equipment 
2. Points to remember when recording 



III. CQ(J>tTriNG MACHINES 

A. Liating machines 
1. Full-keyboard liating machines 

a. The declining importance of this type of machine 
in the office 

b . Functiona that the equipment will perform 
(1) Uaed primarily for addition and eubtraction 
(2) Multiplication and division can aleo be 

performed 
c . Procedure for operating the machine 

2. The ten-key adding-liating machine 
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a. The role of the ten-key adding machine aa the basic 
computing machine of the office 

b. Functions that the equipment will perform 
(1) Touch operation 
(2) Primarily used for addition and eubtraction 

c. Procedure for operating the machine 
d. Fundamental operations 

(1) Addition 
(2) Subtraction--positive and credit balances 
(3) Multiplication--whole numbers, decimale, 

and franctions 
(4) Divhion 

e . Office projects using the machine 
( l) Sales slipa 
(2) Salea aummariee 
(3) Invoice• 
(4) Purchaae orders 
(5) Checks 
(6) Deposit alips 
(7) Bank statement• 
( 8) Financial statements 
(9) Ledger accounta 

(10) Time carde 
(11) Payrolls 
(12) Salea and c0111111inion reports 

3. Printing calculator• 
a . The increaaing importance of the printing calculator 

in the office 
b . Functions that the equipment will perform 

(1) Ueed extenaively as an all-purpose calculator 
(2) Primarily used for epeed in multiplication 

and division work 
c . Procedure for operating the machine 
d . Fundamental operations 

(l) Addition by touch 
(2) Subtraction--positive and credit balances 
(3) Multiplication- -whole numbers, decimals, 

fractions, accumulative, and constant 
(4) Division--simple and extended quotient 



B. Mon-liatina aacbinea 
l. The key-driven calculator 

a . Tha declinina role of the key-driven calculator 
in the office 

b. Functions that the equipment will perform 
(1) Uaad primarily for billina 
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(2) Uaad primarily for addition and multiplication 
c . Procedure for operatina the machine 

2. Rotary calculator• 
a. The role of the rotary calculator aa an all

purpoae machine in the office 
(1) Billina 
(2) Statiatical work 

b. Basic procedure for operatina the machine 
c . Funda .. ntal operations 

(1) Addition 
(2) Subtraction 
(3) Multiplication 
(4) Diviaion 

3. The electronic calculator 
a. The advent of thia new type of machine 
b. Function• that the equipment will perform 
c . Speed and eaae of operation 
d. Baaic procedure for operating uaing a tan-kay 

input 



CHAPTER V 

RECCMMENDATIONS AND SUMMARY 

Recommendations for Course Organization 

In order to currently implement the course of study given in 

Chapter IV, the following recommendations were made: 

1. Whenever possible the battery approach should be the method 

selected to present the non-business machine topics . Inasmuch as the 

battery plan makes more economical use of the teacher's time, instruc

tion on a group basis makes it possible for the students to progress 

more rapidly and class time to be utilized more effectively. 

2. Since the program will be handicapped by having only a 

minimum amount of equipment, a rotational plan for the economical use 

of equipment should be applied during the business machines unit. 

3. As much equipment as possible should be available in the class

room, including office machines and miscellaneous supplies. However, 

it will be necessary to utilize duplicating equipment from the school 

office during the business machines unit. 

4. The office procedures and business machines units will be 

taught by a team of two teachers . Since some of the topics in the 

Clerical Training program and the Secretarial Studies program will 

be similar, a team composed of the Clerical instructor and the 

Secretarial Studies instructor will teach these topics . 
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5. The course topics will be arranged in a timetable of activities. 

This planning must be done in order to utilize time, aid in formulating 

a team approach, and schedule audio-visual aida. 

Suggested Timetable of Activities During the Year 

The skills, attitudes, and understandings listed in the unit out-

linea in Chapter IV can be developed by following a suggested time-

table. Shorthand and typewriting or transcription skills should be 

developed each day. In order to divide the class time so that all 

units will have sufficient time devoted to them, the following time 

chart could be utilized: 

2 

3 

4 

5 

6 

Activity 

Introduction to course, organization of materials for course, 
pretesting of shorthand and typewriting ability, review of 
shorthand principles, typewriting skill development, fitting 
youreelf into business--qualifications and duties of a 
stenographer 

Review of shorthand principles, reconstruction of basic 
typewriting skills, fitting yourself into business--person
ality and personal appearance 

Shorthand practice, typewriting skill development, produc
tion typewriting--introduction to manuscript typing, seeking 
employment 

Shorthand practice, typewriting skill development, produc
tion typewriting--manuscript exercises, aeeking employment 

Shorthand practice, typewriting skill development, produc
tion typewriting--introduction to tabulation, communication 
techniques and transmittal services-- receiving the public 

Shorthand practice, typewriting skill development, produc
tion typewriting--introduction to correspondence typing, 
communication techniques and transmittal services--tele
phone services 

Shorthand practice, typewriting skill development, produc
tion typewriting--correspondence typing, communication 
techniques and transmittal services--postal services and 
processing the mail 



8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 
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Activity 

Shorthand practice, typewriting skill development, production 
typewriting--correspondence typing, communication techniques 
and transmittal services--telegraph communications 

Shorthand practice, introduction to transcription, office 
equipment and supplies, communication techniques and trans
mittal services--sources of information 

Developing sustained shorthand writing power, developing 
transcription techniques, communication techniques and 
transmittal services--transportation 

Developing sustained shorthand writing power, developing 
transcription techniques, production typewriting--business 
forms, financial dutie~ 

Developing sustained shorthand writing power, developing 
transcription techniques, production typewriting--graphic 
presentation, financial duties 

Shorthand practice, production typewriting--report problems, 
transcription practice, financial duties, introduction to 
data processing 

Shorthand practice, production typewriting--report problema, 
transcription practice, data processing 

Shorthand practice, production typewriting--duplicating 
processes, transcription practice, introduction to dupli
cating procedures and equipment 

Shorthand practice, transcription practice, applying rules 
of English composition, introduction to dictating and 
transcribing machines, introduction to computing machines 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice according to 
rotation chart 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice 



22 

23 

24 

25 

26 

27 

28 

29 

30 

31 

32 

33 

34 

35 

36 
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Activity 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice 

Transcription practice, applying rules of English composition, 
shorthand practice, business machines practice 

Transcription practice, applying rules of English composition , 
shorthand practice, business machines practice 

Transcription practice, applying rules of English composition, 
shorthand practice, recorda control (filing) 

Sustained transcription practice, shorthand practice, records 
control (filing) 

Sustained transcription practice, shorthand practice, records 
control (filing) 

Sustained transcription practice, shorthand practice, records 
control (filing) 

Shorthand practice, transcription practice, business machines 
practice, practice Civil Service examination 

Shorthand practice, transcription practice, business machines 
practice, practice Civil Service examination 

Shorthand practice, transcription practice, business machines 
practice, practice Civil Service examination 

Transcribing office-style dictation, business machines 
practice, shorthand practice 

Transcribing of f ice-style dictation, production typewriting-
correspondence problems, communication techniques and trans
mittal services--composing assignments 

Transcribing office-style dictation, production typewriting-
correspondence problems, communication techniques and trans
mittal services--composing assignments 

Shorthand practice, transcription practice , production type
writing--legal papers, legal facets 

Final examinations, job success, understanding your organi
zation 

A study of the timetable indicates that frequent changes in topics 

have been made. It has not been necessary to follow the unit outlines 
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step by step, since the typewriting and office procedures units can be 

ahifted around in order to give the teacher flexibility in conltructing 

a timetable of activities and to provide the variety neceaaary to main· 

tain etudent interest. 

No attempt ehould be made to keep a rigid timetable of activitiea 

year after year. It will be neceaeary to reviee thie chart each year in 

order to utilise additional changee in office technology and methodology 

and to adjuat the topice and time allotmente to current etudent need1. 

Sugge1ted Machine Rotation Schedule 

The following schedule allot• 1ixty houri to aachine laboratory 

activitial. Introductory demonetrationl and a11ignaent1 are made in 

advance in order that all ahifta or rot1tlons can take place very 

smoothly and efficiently. 

The machine activities were placed into three blocka or cyclea of 

twenty houre each, Eight etudente were placed on equipment and aa1ign-

mente in each cycle, 

The following machine activitiee will be included in each cycle: 

Ten•Key Adding M•chinee--20 hours 

Rotary Calculators--5 hours 
Statiltical Typewriting and 
Ten-Key Adding Kachinea--5 hours 
Printing Calculators-·5 houre 
Office Kanager-·5 houra 

Duplicating•·lO houre 
Transcribing Kachinee-·5 houri 
Advanced Typewriting••5 hours 

Six studenta will receive epecial alaignments, It will be the duty 

of the two office manager to check the machine performance of other 

machine atudentl end greet vieitora to the clalaroom. The two ltudents 
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assigned to statistical typewriting projects will do long-carriage 

tabulation projects with multiple carbons that also require the use 

of the ten-key adding machine for tabular calculations. Outside 

typewriting projects from the school administration and manuscript 

projects will be assigned to the studenta in the advanced typewriting 

section. 

The following rotation schedule could be used: 

Schedule revisions in the periods of training will be necessary 

when changes have been made in the number and types of business machines 

available. 

Long-Range Recommendations 

Curriculum Development 

1. No attempt should be made to retain a rigid curriculum 

content. There should be continuous experimentation and refinement 

in the program as methodology and techniques change. 

2. The program should be expanded to accommodate thirty students. 

3. A closer correlation between the elementary shorthand and 

typewriting programs should improve the Secretarial Studies program, 

4. The school should investigate the possibility of including 

a block-time course at the elementary shorthand level. 



5. On-the-job trainins throush a cooperative work experience 

program would be an aeeet to the program in preparing etudente for 

employment after they leave echool. 

Phyeical Facilities 

1. Electrical outlete ehould be located on the floor in order 

to provide for adequate future expaneion of the program. 
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2. Because of crowded room epace arrangement, the L-ebaped deake 

should be replaced with 7.-ehaped deeke. This change would be in keeping 

with the total long-range departmental plane, and the L-ahaped deaks 

could be uaed to equip an elementary shorthand laboratory. 

3. Swivel chairs ahould be added at ell deake that contain 

typewriters in order to efficiently change course activitiea with a 

minimum of confusion in the laboratory. 

4 . An audio-learning laboratory would be of great aeeiatance in 

the handling of individual etudent differences in ehorthand. 

5. Electric aachinee and appliancee ahould be utilized Whenever 

poaaible. 

6. Type faces on typevritere should range from micro-elite to 

pri .. r type in order to perform the apecial typewriting joba frequently 

expected of thie claaa. At leaet one executive typewriter ahould be 

aveilable. 

7. Typewriter• ahould alao be available in varying carriage 

lensthe. 

8. Training in the uaa of rotary calculators ahould be expanded. 

Further atudy ahould be given to including rotary calculator• with a 

tan-key input media in the laboratory. 



9. The amount of training provided on dictating-transcribing 

machines should be increased. This would require the purchase of 

additional dictating-transcribing equipment. 
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10. Duplicating equipment should be available in the room. Stu

dents should be given the opportunity of becoming acquainted with the 

use of the photocopier and stencil duplicator. Plana should be made 

to add a fluid-process machine and a table-top offset duplicator. 

This report was undertaken to prepare a course of study to aid 

in the teaching of a block-time class entitled Secretarial Studies. 

The course of study waa divided into five major units or subject areas: 

advanced shorthand, transcription, advanced typewriting, office procedures, 

and business machines. An outline containing objectives, references, 

and instructional information was developed for each of the five units. 

A timetable of activities and a rotation chart were suggested as guides 

to implementing these unit outlines. 

A course of study should aid the teacher in executing his task more 

efficiently. The ideal course should help the student to learn to do 

better the activities that he will likely encounter on the job. Consider

ation must be given to the students receiving training with regard to 

their individual needs, their maturity, and their mental ability . Consider

ation must also be given to an up-grading of the general conditions under 

which instruction will be given. The general course of study must be 

adapted to the particular needs of the students each year . 

Because of continuous experimentation and change, the course 

of today bears little resemblance to the course of two decades ago. 
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One wonders what changes the next decade will bring to the teaching of 

vocational secretarial education. Changes and continual refinements 

in methodology and technology must be considered realistically inaemuch 

as they affect the student's vocational life. This course of etudy 

was designed to present a basis from which to work as new developments 

occur . 
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