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ABSTRACT

Prior to taking their first job, business education stu-
dents need an opportunity to integrrate their newly acquired
skills and apply them to realistic situetions, A co-operative
work station would often fulfill thls rneed, Often, however,
such a station 1s not availlable or sometimes students need a
chance to test their ability and strengthen thelr self-
confldence in a more controlled situation, The curriculum
materials explained and developed in thls peper wlll offer
the student this trial pericd for pcnting 2wl stretching his
office competency. Throush the studentts crperlence in work-
ing in a classroom with materials such as this "model offlice,”
which are designedvto develop interrelated tasks typlical of an
office, a student can gain somze cf the prcperation and polish
which he night receive in a co-operative astatien.

The‘materlals in this model ofrfice are planned with the
hope that, after functioning in sucn an oifice, the students
w11l have sufficient realistic expcrience to be able to sdjust
more readlly to a real office situation, They should be able
to use certain business machines, to make minor decislons, to
efficlently marnage their omm work, to belter understend how
one office jJjob generates work in others, to successfully
handle muchk of the work which is thus gencrated, and to have
more self-confidence in their ability to furction satisTacto-

rily in a real office in thelr {ir<t job,



The verbs which were researched by the New Office and
Business Education Learning System (NOBELS) project as
representing the most common activities in offices were
utilized as a guide for insuring that most types of typlcal
activities were included in the model office,

A model office is developed and appended, It 1s
patterned after a wholesale paper company which handles
stock from several paper mills., Three positions are de-
veloped--secretary, clerk,’and bookkeeper, Approximately
eight hours of work are provided, A teacher's handbook, an

employees' handbook, and all forms used are included,
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CEAPTER I

INTRODUCTION AND STATEMENT OF PROBLEM

Business educators and businessmen agree that some practical
application and integration of office skills is desirable before
a student 1s well equipped to handle his first office job. To
transform a business education student into an efficlent offlce
worker requires an opportunity for the student to apply some of
his skills to actual problems in some sort of transitional pro-
cedure, BRather than practice just isolated skills, the embrjo
office workers need an opportunity to recelve a task and apply
to it whatever skills are applicable, to utilize related skills
when necessary to complete a task,

In the classroomn tasks are generated from a textbook or
from the teacher, The student needs an opportunlty to see how
work is generated in an office., He needs to recognize how work
flows from one station to another as well as how 1t 1s generated
outside the company., He also needs an opportunity to realize
the importance of each step in the handling of information flow-

ing through the office,

NEED FOR THE STUDY
Recognizing this need for practical application of skills
prior to taking responsibility for an office Jjob, educators have
used several neans of offering this treining., A co-operative
work station, if it is an 1deal one, offers practical learning

experlence which, in addition to per:itiing a student to epply
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and improve hls new skills, allows him to trace office work
a8 it grencerates and flows through a businéss, to recognize
vitere hils abilitlies caa eontribute to the function of an
oifice, to observe business and office human interaction and
To participate personally in this interaction, With the sup-
port of a related class and advice and concern from the co=-
ordinater snd from the training supervisor, this first job
experience can be a well-managed learning experience.

Unfortunately, however, a co-operative station is often
not avellable or is not suitable for the student's career
ohjectives or 1s not satisfactory as a learning situation,
W¥hen a sultable co-operative station is not avallable, an
office sizulation can be established within the classroom to
achleve sone of the objectives set for a co-operative station,
Also, where co-operative stations are not stuilable or in cases
where a student needs particular a;tention, the model office
might lend itself even nmore satisfactorily than a co-operative
station, because the teacher is working with a contfolled task
situation which can be supervised more closely.

Reczlistic practice materials for clerical tralning are
always nceded, structured materials which can lead to acconm-
plishments of specific learning objectives, Practice sets,
projects, or unlpaks can offer progress toward some of these
objectives, but a nmore extensive project such as the model
office can more adecquately develop a realistic flow of work

end denonstrate interaction between positions,
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A "model offlicz" of the t. pe wiioh i3 developed for this
paper 1s an attempt to 111 the nec® Teor instructional Qaterials
which simulcte a real office ond to ~“rw practice in realistic
wofk flow, It includez a descyiptic:. o the office and a descrip-
tion of each cf the nositions which tvn student will fi11,
identification of obtjectives, insti.ztions to the student and
to the teacher, samples of all forns T be used, and suggestions
for evaluation standuards, It provill.s work for three statlions
with approxinately eisht hours worlk <. zech station., Since the
basic work flow and job position reinuncibilities are estab-
lished, additional work can bs fed into the system, Many types
of activities such as duplicating, c.i-unlating, and typing over-
lap from one staticn to anothair, givisr the students repeated

practice and review, The ofvice po-isinons included in the model

2

'office fit, approximately, the job rilvses of a clerk, a
secretary, and a bookkeceper,

The company to bte portrs;¢i in thic model office sinulatlon
is a paper supply firm which furniegncs tulk parer supplies for
printers, schools, offices, siid institutions eand 1s, therefore,
an.outlet for severel prrodvcers, The Lulk of ite sales are
vholesale, but a few retall c-les ere also handled, An office
manual and flow charts are pcrt of the bhasic infeornation pro-
vided for the "employvees® (as well 25 for the teacher),

Since most businesses cevelop Jaroon pecular to that
special business, a few teras are iantrcduced which apply speclf-
ically to the kind of tusinesc carried én by the office after

which the model office was copled,



LIHITATIOKS/DELIMITATIONﬁ
'7ze molel developed in this paper does not include any
¢l tio rocitions in other offices which generate material., No
ettt s 1nade to specifically point out the similarity of
tiie 1% of this cffice to work which might be done in other

off . cog,

thowus the abilities to transfer the experience from
thiiw oTfice to nany other offices is intended, No complex ac-
counting tasits are included., No practice is provided in working
witn electronic data processing materials or techniques, Pay--
ables  in the model office are handled by the office manager,
whose Job 1s not developed. Thé time period covered by the
tocia providc@ is 1limited to one week in the office or eight

clarn hours, The work flow is planned for interaction rather

DEFINITIONS

The "modcl office," as the expression is used to describe
the material in the appendix of this'paper, refers to the in-
styuctional package, It 1s restricted to a specific time perlod
ani ts Jobs applied to a particular office. Any attempt to
crense an office-11i%e atuosphere or naterials can be considered
en eiiort at ofTice simulation, The "model office" in this paper
1s one luplementation, The nomenclature nodel office could be
need to refer to any type of office setup which i1s a simulation
of ~nt office, It would not necegscarily refer to a time period noxr
to « particular set of materlals or jobs, The distinction that
the waterials in thils paper have 1s thet they refer to a specific

st of naterinatls with cefinced objectives and defined limitatlions



5

ldentified by conncetion withh an office nate ond a type of
business, The learnings are trénsfernblc to other offices

and provide & rehearcal for typical coffice situations,

PROCZDURE

Selecting o Model

" An office which serves as an outlct for lorzer firms as well
as acting as its own agent at times was chosen because it is
typical of many small offices located in small cities as well
as in large clties, Although each office employs only a small
number of employees, the total number of possible positions in
this type of situation are many, Therefore, the undérstanding
of this type of operation or company will be transferable for
many of-the students to their future ewloyment. It also repre-
sents an office in which each person would be ca2lled vpon to do
a variety of office work, An lmportant cvbjective of this model
office 18 to offer practice in a varicty of learnings which

have been studled in previous classes,

Determining Action

The offlce activities rcsearched dnd 1isted by the liew
Offlcé and Business Educatioﬁ Learnine System (1NOBELS) study
were studied and incorporated, with somec consideration for the
frequency which the study has determined each zctivity is per-
formed in real offices. A list of the 60 verbs listed by the
study as representingz the most frequent activities in the
office is appended to thié paper. For each of the three posi-
tions in the model office the list was checked to deteraine which
of the sctivities would be included in the tasks in that partic-

uler position, Almost all the NOBELS venbs could be vsed in
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decaothing the worX in the model office developed in this paper,

The: ovceptions ares take dictation, transcribe, punch, weich,

pooiroony destray,  Minor modifications could include these also,
Zerience with the partlicular office after which the model
ofric: in thic paper 1s patterned wlll also help students estab-
1licsh -1 undorzionding of the relationship of an outlet office
to vt firme 1% represents, This relationship is explained in
the 2-ureducticn to the office and can be used as 1s or can be
utiiizzd by the teacher as a basls for further elaboration of
distritution cystenms, .
riost of the learnings in the model office, however, are
epplicable In almost any office, Information-handling, the
majcr functicn of any office, involves tasks which are universal,

and sy of ithe tasks in the model office should demonstrate

that wniversality,

Constructinz a model office is more relevant and vibrant
if 1t is modelsd on one which the author-constructor himself
envisinng clearly, One way of breathing life into the model 1s
by vicisting na o7Tlce sinllar to orne which might employ the
studenta who use the model, This vlsit'could be a fleld trip
for an entire class or could be an individual visit, On a
field trip, students would be observing with the question in
their ninds: Where do I fit into an organization such as this?
The questions in the mind of the potential constructor of a

model office would be: What are the relationshlps tetween

vorions posltions in this offlce? Wnich procedures have use
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only in a particular office and which are basic to many

offices? How does the work flow from one step to another?
What type of equipment 1s used? Does this office seen to
have progressed with the times? 1Is the office efficient?
What principles in use in this office can be taught in the
classroom? Which ones are too complex or too specialized to
be generally useful or practical?

A local high-quallity paper distribution firm was visited
in preparation for designing the model office in this paper,
The office manager-treasurer was very willing to expalin his
office procedure., Filve glrls fofmed the office staff, Two
were consldered to be in sales and distribution and did various
Qlerical tasks; two were bookkeepers; one was secretary for
everyone in the office, which included the president, the
‘office manager, and two in-house salesmen, The firm also em-

ployed eight outslide salesmen,

Choosing a Name

Though a more mundane company name would be satisfactory,.
the name for the model office included in this report was suge
gested by a line of paper carried by the company which was
visited. The colors of paper were named after the zodlac signs;
Aquarius scemed appropriate as the identification for a teen-

age company,

Procedural Pointers for the Teacher

Keeping in mind the administration of the model offlce,
several procedures can be incorporated which simplify and support

the work of the teacher-user of the model office.
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(1) Different colored paper or coding can be used for the
varlous portlons of the materials, General instructions or
review learning could be a different color than the actual model
office paper or the téacher's handbook,

In the appended office a code system was utilized because
"only white paper was availlable, Colored paper is more easily
distinguishable; coding has more variations,

(2) Forms could be run off by a related class, or the
Job of running off forms can be programmed into the model officé
itself,

(3) Staff conferences or some other realistic name can
denote general class sessions where problems are discussed or
where tépics of general interest (job application, unions,
employee benefits, evaluation, promotion, personal appearnce)
can be discussed,

(4) Evaluation and comment by students, though they may
not be part of a regular office procedure, will assist the
teacher in her own evaluation, ﬁay promote understandings be-
tween student positions, and can pinpoint trouble spots., They
can be an important contribution to the learning process,

(5) Students should be told the objectives of the model
office and be enlightened about the career ladder, 1if there is
one, within the model office and within offices in general.

This could be done elther by the teacher, by a school counselor,
or by a visit from an office manager or other businessnan,

(6) Suggestions should be encouraged from students which

might help in the flow of work or in aedditional learninz, Thelr
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1deas should be incorporated whenever poasible, cince this
alds in bullding self-concept,

(7) A flow chart will be invaluable in clarifying office
procedures for the designer as well as for {he students and
teacher using the model office., Students chould understand how
their job relates to others in the office.

. (8) Instructions should be clear and complcte. Questions
to the office manager (teacher) should be primerily about learn-
ing problems, not about office procedure, |

(9) Proof reading, accuracy, and an office level of effi-
clency should be stressed. A double check on work should be
bullt in whenever possible, |

(10) If Job positions ere shifted, the outgoing occunant of
a position can train the incoming worker., Step-by-step explana-
tions should be encouraged; |

(11) An employee handbook or manual is a realistic way to
include some of the rules of the office as well as the schoonl
rules which apply in this particular class,

(12) Fill-in work should be planned which can be done when
workers are not busy or are walting for a Job to te passed along,.
This éhould be a learning précess also, not Jusﬁ busy worx.

Some suggestions are introduced in the supplementary tasks in
the appended office, |

Students should also be éncouragcd to diécovcr thelr own
fill-in work, to help to recognize a ncced for extra eaphasls in
some area in light of their individual vocational goal,

(13) A block of time contributes to a more reallstlce

situation and builds continuity and staminz,
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(14) A w.ver-to-worker relationship should be encouraged
which supperis the ldeca of cooperation to get a job done satis-
~factorily endi accurntely, not a competitive effort to find other
pecple?s errcers,

(15) Additional unrk can be easily input into the design,
once a procarure for processing certain information is estab-
lished, sicply by c¢henzing munbers or names or addition of
another perzin or another firm with whom the company does busi-
ness, This chould be done if a teacher recognizes inadequate
learning from the amouat of material originally glven in a
particu;ar area,

(16) Routine order tasks can be generated by glving stu-
dents in the clase a price list, purchase order blanks, and the
list of customers, a:d letting them act as firms ordering goods.

(17) Because the {elephone is so integral a part of the
modern office and because students so often have had little
practice in initlatir; calls since this cannot be taught in a
textbook, it should be integrated into the model offlce in a
realistic woy with lzritimate calls and inquiries whenever
possible, A vstaff nmeccting™ in preparation for its use might
be hélpful. Students neced té remnember to have all thelr ques-
tions in nind and be recady with additional questions whieh might
arise as a rosult of the information received., They should also
recognize thot all fizures or smounts glven ére important and
should be written dorm when they are received. Telephones are
gupposed to 1lncrease effléiency; the more complete the inforna-

tion on the first call, the fewer calls are necessary.



11

(18) Consciousness of the hierarchy of an office should be
part of the student learning. Though the importance of every
Job is stressed by the interplay of forms and information within
the office, the concept should be introduced that with additional
feSponsibility and training also comes additional authority--
and additional pay. In this way students may gain insight intc
the value of education, while guidance is still readily avail-
able in the school if they need it. They may recognize reasons
for staying in school if they were consideringzg dropping out or
in getting additional training after they leave school.

(19) A designated time period with specified days or dates
1s necessary in order for the dally progression of paper work
and incidents to have relativity. For example, in the attached
office the time cards and salesmen's reports are due on Friday:
paychecks go out on Tuesday, The office starts dn a specific
day, which makes events and dates relate to one another,

(20) A calendar with sections large enough to use for
reminders might be used by.any df the positions. Sometimes com-
mercially printed ones are avallable free fron varlous sources,
A blank form is included in the appended office which can be
used to make a calendar. The work of the secretary includes
marking appointments for offlce manager.and president,

(21) Any colorful forms or realistic materials used by the
office which serves as model or is visited will make the class-
room more realistic and more interesting, Related work in other
classes regarding the type of 1hdustry or the type of work in

which the office cdeals might also mske the office more reallstic,
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(22) Since most office workers are woumen, constructing

one's own model gilves opportunity to strengthen women®s posi-
tion, The office manager (teacher) should attempt to be the
kiﬂd of boss he/she should like the students to work for,
whatever the sex of the teacher of students, However, if the
teacher is a woman, a fine opportunity 1s presented to help her
female office workers/students to relate to a woman executive,

and possibly vicualize this in their own cereer ladder also,



CHAPTER II
REVIEY OF LITERATURE

In this study the term "model office"™ 1s used to denote a
progrew of study or a technique of teaching for a capstone course
or a pre-cuployacnt course in office subjects, It is an instruc-
tional "package" of materials, forms, and tasks patterned after
the actual work whlich would be encountered in a particular busi=-
ness, and for a spccific nﬁmber of work stafions. The terms "in-
- tegratcd office latoratory,” “office occupations laboratory,” or
“intensive offlce troining® might be used to describe integrated
- eclassrcorz wnich could utilize a "model office.™ This paper
11lustratcs and explains development of & "model office,”

A review of llterature for a model office would logically
be a review of other model offices which have been written and
published, Because the model office 1s a relatively recent

curriculua technique, such publications are few in number., Many
personal exoeriments of teachers in developing a model office

or perte of one have probably been dcveloped but not published,
gs is true of nmuch clessroom research, Illodel offices which are
published are nentioned in this review, but primarily thls re- |
view inclades conments on materials which relate to the develop-
ment of il.e model, the rationale for pre~employment classroom
ctudy ﬁo be offered in the model office form, and on use of the

method or similar methods in certaln classrooms as reported in
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the literature, Perlodicéls were the prime source of material,
since the usable constructs of this teaching method are so
recent that no books have been published on this subject alone.

Workx in an office includes not only separate specific sub-
Jects such as typing, shorthand, and filing but also a relation-
ship among all factors, both human and inanimate, The work flow
as well as the interactlion of workers should be part of pre-
employment training, Trsditional separation of office educa-
" tion into subjects without some experience in the integration
of the learning as well as the lack of training in the flow of
work in a business has left a gap between the classroom and the
office and left students without a clear concept of the function-
-ing of an office. Alexander and Robinson (1) recognized this
and considered the understanding of the *"salient featurcs and
inter-relationships of thé business firm,....for students who
have had no experience in business" one of the most difficult
tasks of the business teachér. Setting up a nodel office within
the classroom 1s one attempt to fill this gap.

Development of the concept of integration of various learn-
ings and the move toward the use of a block of time is traced
by Boldt (5) beginning in 1872 with the first traces of inte-
gration, In 1937 she found the first menéion of block of time
use, but a sharp increase in 1ts use followed the Vocational Ed-
ucation Act of 1963, A block of time can be utilized in various
ways in office education (11, 21, 14, 10, 22, 30) and its use
will 21d in realism in the implementation of a good model office,
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Detersining whet learning should be included in the model
office in order for it to reflect what actually happens in an
office could be done by Job analysis of people actually working
iﬁ an office, Personal interviews by the author wduld have been
limited in scope; but fortunately an extensive, thorough, and
very professlonal analysis of this type has recently been com-
pleted--the New Office and Business Education Learning Systenm
(NOBELS) study (4, 8, 9, 13, 16, 17). This study is a U,S.

" Office of Education-funded comprehensive investigation of office
Jobs and office education with the objective of matching the two
more satisfactorily. The tltle.of the project was originally
Moonshot (10) but was changed to NOELS, and the final report caue
out under the initials NCEELS, A summary report (4) lists ad-
dresses from which final reports can be ordered, Three dif-
ferent projects were included in the full investigation, one
headed by Lawrence Erickson, one by Ray G. Price and Charles R,
Hopkins, and one by Ferbert A, Tonne. . The sunmary report (12)
briefly reports taxonomy of office activities, critical inci-
dents for decislon making, performance goals, and hardware used,
Résults from this study should be a firm basis for updating of
curriculum materials in many office subjects and is particularly
useful in designing a relevant model offide.

"Office simulation” is the designation given by Barger (3)
to her usé of a model office. Eight positions in a devartment
store were included, with each student.remaining st a position
for one week, The first class period was a general session for
setting up‘statlons and orientation, This was followed by four

two-hour periods for training. Specific training time was not
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necessary any further, btecnuse each student in the position
acted as tralner or helpcr to a "new® employee, One interest-
ing position was the simulator, 'ho made planned interruptions,
for which a script was provided, UDUebriefing sessilons were
planned for hendling subjects or piorlems of general interest.
Development of wori was done in a vay which was very interesting
for the students, Each person in tlie class selected a complete
wardrobe for hercelf appropriate for the office and ordered it
from the department store, |

*Sinmulation®” was also the decisnatlon used for a distri-
butive- education model developed by leyer (lMichigan, 45),
Seventeen packets were dcveloped for 17 work days or class
perlods in a retall crecdit and collection department, Each
person in a class could recelve a ypacket so the class could
work as a group, but the teacher couvld also utilize the mate-
rial in other arrangements, All materials and forms were
included, plus directions to the stucents and nhelps for the
tcacher, The pedagogy 1n'this.study seemed good; the model and
materials seemed very completes the_paper 1tself, however,
needed editorial work, “here were errors in punctuatlon,
syntax, and spelling, One flagrant error was the misspelling
of one of the thrce major departrment stores vhere the author
interviewed, The model itself wes very complete and would be
very useful,

long (19) describes a progrea which he developed for use
where high schools are unoble to secure work stations for thelr
co-operative office educstion students, It resenbles a co-

operative work sctatlon even more clocely than the "model office"
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as defined in thls report. 1In the classroom the "equipment,
layout, furniture and arrangenent were planned with the *real!
office 1n mind," Rather than use the rotation plan, a student
used whatever equipment and facilities were necessary to per-
form a given task, Coreelated with the classroom was a com-
munity survey. The suggestion was also made that the supervisor
be someone other than the co-ordinator. These last two pro-
cedures further dlfferentiated this program from a "model
office,”

Johes (14), in "The Enigmatic Intensive Office Laborétory,"
suggested that many people are‘donfused by the exact meaning
of the terms used'to describe simulation or integration of
office education skills and learnings, This study lists 24
characteristics of the intensive office laboratory. A primary
one directed toward the intent of the laboratory was listed:
"Instructional materials are designed so that the work experi-
ence of the students are like or very similar to the work done
in the office occuprations,” ‘Another one was: “Work stations
related to office occupations in the employment community are
established.” One 1mportanp objective was "sophistications....
comparable to those which would be developed in....an on-the-
Job training program,.,¥ These characteristics and objectives
indicate that the intensive officé labératory 1s striving
toward the same goals as the model office and that a model
office might also be classified as an office laboratory. The
"model office” as offered in this paper should meet the objec-
tives of the laboratory, though the specific characterlistlcs

differ somnewhat,
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Clippinger {7) dcacrined a siiulated office which con-
centrates on only one subject--typewriting. In this high
school class of 43 jJjuniors a pencil company was formed., Two
positions in th~ compong were planned, so many companles
operated simultrncously in the classroom. The work done was
primarily on tusiness {orms and ran for 15 days, This type of
simulation, thougsh appropriate as it wés used, does not fulfill
completely the obhjectives of the model office as developed in
this paper since a varicty of tecks and manipulations were not.
presented. No mention is made of interaction or interruptions
which are custoﬁary in a real office situation., Thé tasks were
apparently realistic hut 4did not offer much variety in learning,
_How muéh flow of data through a business was developed was not
indicated in the article.

Anothér ed=ptation of an office~type situation in a type-
writing class was reported by Brubeck and Irvin (6)., A payroll
situation was usecd for evaluation, A tine period for each set
was establisned, and fourAhoﬁfé' work would earn 39,20 (92 for
a 40-hour week). A deduction of 50 cents from the paycheck was
made for an error., The ctudents worked consistently and liked
the system, Though the erperiment described in this article
does not illustrate a skill learning principle, it does 1llus-
trate interaction of how a student's procduction will act to
bring monetary reward froa the corpany. The basic idea could
well be adapted to a "model office” either in a payroll depart-

ment or throurh evaluation for the project.
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The class vwhich LeGrand described (18) functioned as a
glmulated offlice, working with students as groups, in a tean
teaching situation, Twenty-four seniors were divided into
four groups for three-fourths of the senior year:

automation and data processing

duplicating

calculating machines

transcriber and other typing
During the last quarter of the yecar the class met as a group,
Acoording to LeGrand there was an attempt at office atmosphere,
individual instruction, and the use of the teacher as office
manager, No materlals designed to flow from group to group
were mentioned, 1In spite of the attempt at an office atmos-
phere, this classroom as descrited seems to lack the illustra-
tion of interface and interaction in business which is necessary
for adequate pre-employment training,

Many articles can be found in the journals or in inde-
pendent studies which 1llustrate bits of the model office tech-
niques, Some of these are:

Integrated project--Hansen (Michigan, 43)

Unipak-~Loudon (Michigan, UlL)

In-basket--Seifert (Michigan, U46)

Decision-makinc--Uthe (31)

Role-playing--Willey (33, Kirk (14)

General creativity--Angela (2)
The decision-making dialogue 1llustrated by Uthe (31) is
similar in its objective to the script of the simulator posi-
tion included by Barger (3)., Realistic interruptions and

resultant decision-making are lmportant in making a model

office realistic.
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A number of curriculum alds have been developed by indi-
viduals and groups for classroom use (37~51), Though they are
unpudbllished, many can be secured in mimeographed form from the
séate or district for which they were developed, They provide
materials which allow the student to integrate and improve
various skills by applying them to a realistic situation,

Under a grant from the Federal government, educators at
Michigan State University developed a five-volume set (37) on
- the vocational office block, This set not only illustrates a
model office but also provides invaluable helps to a school
systen in planning and 1mp1ementing a block program in their
business educat?on department, The two-hour block or a similar
‘block of time contributes toward makxing the model office more
realistic,

Some "model offices®™ with integrated planning, forms,
materials, objectives, and suggestions have been developed,
published, and are available to the classroom teacher. South-
western Publishing Company offers for purchase a éerles of
model offices (23-28) which allow for 1, 2, 3, 4, 5, or 6
sﬁations in the office. The prices, type of company, and
length are:

No., of No. of

Type of conmnpany Statlions Pages Price
Hone Products 1 38 3 .80
Bakery 2 84 .80
Insurance 3 160 1.20
Jevelry and Appliance L 223 1.08
Department Store 5 26L .80
Supermarket 6 337 1.20
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Gregg-licGraw-Ili1ll sclls an oflice sinuliation (15) of a hotel
and motel supplies and equiprment fiwi which is adaptable for
from 6 to 30 students and for 45 to ¢0 hours. The progran
available from the 3.1 Compary (20) provides for ten entry-level
positions and three promotionsl positiens and supplies 540
classroom hours for 20 students,

A speclalized nodel offlice which offers a fiym foundation
for students interested in working in an insurance office 1s
distributed free of charge by the Washington Insurance Council
(29). - The materials provide for in-depth experience in working
with insurance tables and many épecialized insurance concepts
as well as.generalized office rrocedures, They would be
Aparticularly valuable in an crea wherc o large insurance conpany
might be the potential employer of a high percentage of the

graduating students in office cducation.
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ORIENTATICON

Description

The Aquerius Company is a distributor of high-quality
paper 1n wholesale quantitles, Its customers 2re primarily
printers, governments, colleges, or any company utilizing
paper in large quantities, The office staff consists of
three positions: a secretary; a bookkeeper, and a clerk.,
The presldent of the company 1s also the sales manager for
the company. The offlce manager 1s also the treasurer of
the company., His (or her) job also carrles responsibility
for the fanctioning of the office, Seven outside salesmen
complete the sales staff,

The tacsks are set up to cover a wcek's Span-in the
office beginning on a Wednesday, A two-hour block of
time in the classroou should be considered a calendar day,

Any work directed to go Lo the offlce menager or to
the company presldent i1s tc go to the teacher,

| In the office after which thlis offlce is patterned,
the atmosphere 1s relaxed and friendly but also very
elficient, The offlce staff takes pride in belnzg accurate
end in getting thelr Jobs done on time, They feel respon-
sible fof the office work but not pressured, People rely
on one aucther to do thelr owa job wel} so that work runs
smoothly. No one is expected to be perfect, so falr
criticisa and keeping out errors is a mutual and coopera-
tive effort, It is hoped thai the persons using this model

7111 woxi with thls come attitude,



Codes and Abbreviations

Flow Chart Code

N

nput //

JUR—

—>
/

/

Instructlonl

-

Initials Code

0

\'.

e

P

Questlon/;

// A

AQ = Aquarius Company
B = Bookkeeper
C = Clerk
EH = Employees' Handbook
F = Form
00 = Opening Office
SM = Salesman
S8 = Secretary
8 = Student
T = Tasks
TH = Teacher's Handbook
LF = Lists and Forms Section
Abbreviations
ctn, = carton
owt. = hundredweight (hundred pounds)
# or 1b, = pounds
P.0O,

or P.0O, = purchase order

Organizational Chart

~g

President-
Szles Manrzer

|
|

!

[]]

=

5] [l T [

Office

Manager/

Treasurer

]

ER5

[

. (teacher)

ngcretary} lBookﬁegper{ _Clcrk

 Cleri ]

Hold \|

N



EH6
Office Activities

Dailx

Orders, involces

Reglster of invoices
Salesnen's record

Register of checks receilved
Inventory stock sheets

Bank deposit

Filing

Weeklx

Payroll
Payroll checks

Intermittent

Telephone calls

Correspondence

Price changes

Sales meetings arrangements
Materials for potentlal accounts
Compiling sales statistics
Inter-office mexnoranda

Supnlementary
(Infora office manager when you start one of these.)

Clexrk

Make two sets of file cards from the 1list of
salesmen, File one set alphabetically and the
other set geographically., Check with the tele-
phone operator for the area code in each of
these cities (or check the map in the front of
the telephone book if you ¥now the location of
y the city), then make up a2 telephone number for

each salesman and include it on the fille card,

Work on tasks gilven by inter-office memoranda,

Bookkeener

Find totals of each tyne of paper (or each grade
of paper) (or each weight) (or each color).

Find percentages of these of our total ssales,
(You w%ll have to find total sales for the period
first,



EH?

Secretarg

Work on tasks given by inter-office memoranda
or telephone or dictaphone,

Anyone

Make graphs or displays from the totals fcund
by the bookkeeper as suggested above,

Open a petty cash account,
Plan for Community Chest collection,

I1st customers or each salesman and volume of
purchases,

List customers by volume of purchases,
Critique filing systems and make suggestions,

Critique business forms and make suggestions,



EE8
EMPLOYEE RELATIONS

Job Descrintilons

Clerit - The duties of thls position are varled., She
recelves mall and distributes 1t, She acts as receptionist
for the office, As part of her Job in answering the tele-
phone she has the authority to accept orders for paper stock,
She does most of the flling for the office, She 1s responsible
for seelng that sufficient foris and office supplies are on
hand,  Supplies are ordered by filling out a company purchése
order,. She begins the work on invoilces following the pro-
cedure given in the flow chart and in "Office Procedures
for Hahdling Inconing Crders," She is responsible for
having the correct quoted prices on the invoice, She con-
pletes her own time card, She figures the payroll following
the procedure on the flow chart, Supplementary work is sug-
gested in "Office Activities.,"”

Flow charts for this poéifion are on the pages following

this one,



FLOW CHART - INCOMING

salecman, from mail

i )

Make out rough
draft invoice 1is
one 18 not already
done

b 20 —

R N,

Check and record
| credit rating

Y

Record prices and
make extensions

4

-

Send r.d. involce

to bookkeeper

—~—

EH9

ORDERS (Clerk)

\\\Receive order from
or by phone

Reccive from

. secretery second
copy of our p,.o.
to mill

)

/?11e by daté\\
Z_and hold

sent to customer

//Knrvceive from uecretary47
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file

Flle in customer's

Keys
P.0. = purchase order
r.d. = rough drait
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Receive copy
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secretary /

L

File in

Lgystomer's file



FLOW CHART - PAYROLL (Clerk)

1 Consult
office"
manager

Time cards //
F R 4
turned .Lh/
Friday

Copy time card !
information tOJ

'payroll form

N
Extend totals,
;compute salarie

C]

Yes

Mnke out payroll
checks to be
signed by offlce

nanager

|

Give to office |
menager for his|
slgnature by |
Tuesday

LEH10



EH1l

Bookkecner - The position of bookkeeper 1s responsible

for the accuracy of the extension on the invoices, so the
person in this position wlll check the figures obtained by
the clerk, She posts receivables accounts and keeps the
inventory record as well the record of salesmen's commlisslons,
(Payables are not included in this model office, They are
assumed to be posted and handled by the office manager/
treasurer,) She fills out her own time card. Directions
for procedures will follow the flow charts or *0fflce Pro-
cedures for Eandling Incoming Orders,*®

flow charts for thls position are on the pages followling

this onec,
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FLOW CEART - STOCK RECEIVED (Bookkeecper)

Invoice for
stock
requged

TRecord on
inventory
regg;d

1]

Note terms
of payment

,///ﬁlscount for - .
rompt paymentj::::> Hold until
(/Y//' > three days
es before invoice
\ 4/// is due
Hold until AN

three days befores
discount can e
taken \\\\

[

Make out check |
for peyment, for:
sigr.eture of

gencral manager

L}
Send to office l
manager for signaturel
and for posting of
the account J
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FLOW CHART - RECEIVABLES (Bookkeeper)

Check from /7 N Examine ledger
incoming mail / \\cards daily for
received froa/ \gnpaid_aqggunts

s N v B
1

[ List on cashier'é]

_~Overdue
cecount

———

log

—_—

N,

Post o \

custcner's ' Send nane, .

account anount, and No !
' ' date of action
JL invoice to ""*"**J

Post secretary

salesman's - "

acoounp

!

IList on banﬁ]

depozlt slip
(2 coples)

SR 72 — N
File second Serd original
copy of . deposit slip with
deposit slipi checlis to office

imarxog;er




Mark 1200#
and over
1tems “Ship
direct®
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FLOW CHART - INCOMING ORDERS (RBookkeecper)

R\ Recelve rough dra

ft
\invoicet fron clerg/// \\

-

N

Check prices and
extensions,

Record shipping
instructions ac-
cording to credit
rating

/\\
Any 1tem

Yes

\\1200 or mo?e

ounds?
\E\\INO
N

Yes

. Receive second
copy of complete@/

invoice+ fronm
\gecretary

Post customer's
account

4o

Send second

{copy+ to clerk

‘LSufficient s
\\\gtzckzy/

- //’

1 No

'Mark "Ship direct"”
on r,d, for iteas
'

|lacking ;

Record items on [<
inventory forn

e SN SO |

Send completed !
r.d. invoice+ to |
| secretary E

purchase order

rough draft

any other papers stap]cd
with listed item
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Secretary - The secretary carries responsibility foxr
typing of letters or other naterial for the office manager
and for the president of the company and may do some typing
for other parts of the office., She types up the involces
and handles credit letters, Travel arrangements are made
through this position, Detalls involved with sales meetings
and other secretarial dutles are done by tﬁe'person in.this
position, She makes out her own time card. Flow charts
willl guide her for some of the procedures,

Flow charts for handling of collection action on
receivables and for handling of incoming orders by the

secretary cre on the pages following this one,
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FLOW CHART - EECEIVABLES (Secretary)

Names and
information
‘on accounts
due and unpaid
received from

Npookkeeper
Ho;\\\\\\
long past p
due?
30 days 90 days
b

.Tyﬁe letter
sinilar to

: - |Send information
60 days to office manager

Form Letter I

Type letter ;
similar to
II

Form Letter

Give to offlce
manager for
signature




FLOW CHART - INCOMING ORDERS (Secretary)

’

A\

Receive rough draft/
of invoice+ from
bookkeeper

Give

first copy
to office

manager to

z
NS

es

be mailed |

—

I

[P * AUV
Type up order on
consecutively
numbered invoice
(2 copies)., List
"Direct ship" itens

cn separate involces,

rder complete?

,Lyo

Ny

copy to cl

* Key:
P.O,
r.d,

nuu

Give second

erk‘

—

|

I

o
|
|

With first copy--|
type up letter
similar to form
letter A

=2

|
i
!
|
—

al- -

Attach letter to

involce and give |
to office maneger!
to be maliled, J

.

—

With second copy--
make out our p,o,
(2 copleg) for
stock to be
shipped direct,
Record p.o. number:
on second copy. f
liake sepnrate p.o.
j for each mill, }

'
|
|
!
l

N

lee second

clerk

copy of involice
and our p.,o., to

r

!
|

Give first copy
of our p.o. to
1 office mansamger
to be mailed,

il

purchase order

rougn draft

any other pavers stapled
with 1listed item
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General Pnliciles

Office Splrit - Your worx with thls company is in-

tended to be a pleasant and rewarding experience, Employees
should show a spirit of cooperation with one another, The
dally flow of orders and payuents 1s of first importance,
When there 1s need, employees should help one another,

Personal Appearance - Different offices establish dif-

ferent stendards for thelr own workers, often depending upon
the type of business or the neighborhood in which they are
locatéd. Dress code can te determined by a staff meeting

or by school rules, Neatness and cleanliness would, of
course, be a part of any of these codes,

Absences - If an employee is absent, other employees
chould complete the essential work to hbe done by the emnty
position so that there 1s coatinuity in fhe flow of work,
Orders should go out on the day they are received,

Time Cords - Each employee 1s responsible for making

"out-his own time card and getting 1t to the clerk by Friday.'
Regular hours are 8:30 to 5:00 with a half hour for lunch,
In the classroom a two-hour block will be considered one
elght-hour day of work or one calendar day., Overtime 1s
rare, The office wanager wlll determine what will be |
counted as overtime, |

Paychecks - Paychecks are lssued on Tuesday for work

done the preceding week,
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Holldnvs - All hollidays observed by the rest of the
school will also be observed in the model office, Payment
will be made for these days as though the employee had been

at work,



EH20
POLICIES REGARDING TRANSACTIONS

Office Procedurcs for Handling Incoming Orders

Clerk

1.

Recelve order, Thls could be in various formss

a, Customer's purchase order (ilake out rough
draft involce and attach to the p.o.)

b. Rough draft invoice from salesman

¢c. Telephoned order (Record order on rough
draft invoice,)

Record credit rating on the rough draft
invoice, referring to the customer list,

Record prices and make extenslons,

Send rough draft involce and any other papers
to bookkeeper,

Booizkeceper

Lx,

5.

6a.

7.

Recelve rough draft invoice (may also include
customner's p,o. or other papers) from clerk,

Check prices éndvextension. Review company
policy 1s necessary. Record shipping instruc-
tlons as per shipping policy.

If there i1s sufficlent stock in inventory and
if the order does not have any item as great
as or greater than 1200 pounds, subtract the
items from inventory.

If any item cannot be filled from stock, mark
“Ship Direct" on that item on the involce, Do
not ship a portion of any item. Show item in
and out on inventory stock sheet, initialled
S.D. (Shipped direct),

If an item totels 1200 pounds or more, mark
“Ship Direct" on that ifem on the invoice,
Record it on the inventory stock sheet as
though it had been received and sold (initilal
it S.D.) so we can Keep an accounting of which
itens are selling best,

Send completed rohgh draft invoilce (and related
papers) to secretary.
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Secretary

7x. Recelve rough draft involce (and related papers)
from bookkeeper,

8. Type up an invoice (two copies)., Number involces
consecutively, List direct ship iteus on a
separate invoice,

9a, If the order is complete, give the flrst copy
to the office manager to be malled and the
second copy to the bookkeeper,

b, If order is not complete and some items are
to be shipped direct, type up a letter similar
to Form Letter A, attach it to the first copy
of the involce and glve it to the office
manager to be malled, (Form letters do not
require a carbon copy.)

With the second copy of the invoice, make out
our purchase order (two coples) for the stock
marked *Ship direct.” Record purchase order
number on invoice copy. Note: lMake separate
p.o. for each mill,

10, Give first copy to office manager to be mailed,
Give second copy of involce plus the purchase
order to bookkeeper.

Bookkeeper

10x. Recelve szcond copy of invoice and any other
papers from secretary.

11, Post customer's account wlth the amount of
the invoice,

12, Glve second copy of invoice and any other
papers to clerk,

Clerk

12x., Receive second copy of invoice and other
papers (may be second copy of our p.o. to the
mill, may be copy of a letter).

13a, If the order 1s complete (and there is not
a copy of our p.o.), file invoice in customer's
file, .

b, If our p.o, 1s attached, file involce and p.o.
by date and hold until invoice comes froa mill,

c. If a letter is attached, file in customer's
file,
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Shipping Pollcey

If credit rating 1s G or better, shipment 1s made with
our regular policy of 2/i0, net 30 (2 percent discount if
invoice is pald within ten days, net amount due after that),

If credit ranks lower than G or if the customer has
charges on his account which are 60 days past due, the
invoice 1s to be sent marked for "Cash" terms, Thls means
the transportation company wlll collect cash or a check
before it releases the goods,

If any item weighs 1200 pounds or over, that item 1is
to be shipped direct from the miil. That.means that we
will oxrder it from the mill with directions to ship it to
“the customer, The mill will blll us for the material; we

will collect from our customer,

Credit Policy

A ten percent discount is alloved for payment made
within ten days from the date of the involce, The entire
amount 1s due after that, Thirty days after the date of
tﬁe invoice it becomes past due, If it is not pald after
60 days from the date of the invoice, a collection letter
(Form Letter I sample) is sent, This is intended as a
polite but firm reminder, If the 1nvolce is not pald
after 90.days frou the date of the involce, a second let-
ter with a 1little more insistence in its tone 1s sent to
the custoner, If payuent is not recelved within the next

30 days (120 days from the date of the invoice), the offilce
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nanager will make a declslon whether to turn the account over
to a collection agency or to find out why the account is not
paid and nake sone speclal errangencnts,

If partial payncent is made, letters are sent 6n the
regular schedule, but the wording would be less harsh and ac-
knowledgment would be made of whatever payment was made,

If there is any question about how to handle an overdue

account, consult with the office manager.

Price Chanses

When a notice of a price change is recelved, the clerk is
responsible for changing that item on the.mastcr list with a
notation of the effective date, She i1s also responsitle for
neking up a memorandua with the change, putting it on ditto,

and distributing it tc the office staff and to the salesmen,

Pricing
All prices are listed on the basis of hundredweight, This

means that a carton, which weighs 120 pounds, costs 6/5 of the
price quoted, The price quoted 1s for 100 pounds, which would
be 5/5 or 100 percent of 1;00 ﬁnit. The additional 20 pounds
would be an additional 1/5 or 20 percent or .2 of a unit, For
exanple, a carton (which weighs 120 poundé for a8ll the stock we
carry) which is listed at 540,00, costs %48,00 for the carton
G40 x 6/5 =343), If the order is by pounds, the dollar amount
can be found by chancing the pounds or@ered to a decimal figure
by moving the decimal point two places to the left, then using
that decimel to nultiply by the price., For example, if 200
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pounds are ordered at 340,00 per hundredwelght, the cost
if $80,00 (2,00 x #40.00 = £80,00), If 60 pounds were
o?dered the cost would be flgured: .60 x 340,00 = 824,00
or ,6 x $%0,00 = 324,00, The 60 pounds are 60/100 or ,60
(which can be expressed ,6) of the unit (cwt.) for which the
price is quoted,

| The formula for this is:

rounds cr’lered
unit weignt

X price per unit

( ?here unlt welght 1s 100 pounds or hundredweight
cwt.).

The formula for figuring the price when the nuaber of
cartons i1s given is: number of cartons x 120/100 unit price,
This can be simplified to:

mwber of cartons x 6/5 unit price

Salecsoents Credit for Sales

Credlt is gilven to salesmen for all orders which come
from thelr territory. In this model dffice, territories
are the same as thelr home city. Orders coming in from

Lansing or East Lansing are credited simply to "Office."

Mill Frices for Reonlocement of Invrentory

For purposes of this model office, our cost of paper
stock ordered from the mill is assumed to be 80 percent of

the listed price on our price lists,
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TECHNICAL DATA

Paper Stock Identification

Paper stock is identified by the welght per ream (500

sheets) of sheets 17 x 22 inches in size,

Size of Substance Welght, pounds
stock,

inches 20 24

8% x 11 5 6

17 x 22 20 24

22 x 34 4o 48

Note that in the table a basis for 20-welght substance of
12 x 22-inch stock is 20 pounds, It also shows that when we
talk about 20-pound paper, a pack of typing paper of that

substance welght would weigh 5 pounds,

Note that in the colored folders from the paper mills, which

"are included with the model office, stock 1s listed in one place

on the basis of 120, That means that stock of the type listedlon
that basis would weigh 120 pounds per 500 sheets cut 17 x'22

inches (or for 250 sheets cut twice that large,and proportionately

for any other size),

Company Stock Papcr

To simplify figuring in this classroom model office, it 1s
assumed that this company handles only 17 x Z22-1inch size sheets,
It keeps in inventory only 20-pcourd stock, Cartons of 20-pound

substance weight contain 3000 sheets, That 1s the welght which

this company handles,
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OPENING TFE OFFICE

An application blank is included which will give much
pertinent information to help the teacher select students
for each position who are prepared for that position and are
interested in it., To interview'or not to interview can be
at the discretion of the teacher, The teacher may feel,:-
however, that evaluation of previous class work will be
sufficient for placing of students and that application and
interviewing techniques might be better discussed at the

end of the course nesrer to the time that the student will

be seeking enployment,

Introductory Staff Meeting

An orientation "staff meeting" should be held to ac-
quaint the students with the company and with thelr Jjobs,
There should be practice in putting an invoice through 1its
travels around the company. The difference between a pur-
chase order and an invcice should be discussed, This company
does not send statements; payment is to be made on the basis
of the involce,

Since all the positions are involved with the involces
and since the method of.figufing prices must be done accord-
ing to a formula which will be unfamiliar to the students,

practice probleus should be tried in thls introductory

period.
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Generavcirgs Work

Certain tacks must be coupletcd before opening the
office, Some of these are concerned with ongoing records
within the office elready established and éome are concerned
with 1Inccalng work. Some of thls work could be done by en-
other typing class and some could te done by the étudents
themselves with the understending that these are pre-opening
tasks,

The jobs which can be done by the office workers them-
selves as pre-opening tasks ares (1) heading up the stock
sheets and entering supplies on.hand, (2) f11ling out ledger
cards with names and amounts outstanding. The necessery
information 1s included in tHe *Office Opening Tasks™ section,
Sanples of these are also included in that section, If the
teacher prefers, thcse could be done by a related class
rather than the potentlal office workers themselves,

The purchase orders &and checks wnicn are to be inconring
mall each need to be filled in as they would appear‘in the
mall., Ssmples of these are included in the "0ffice Opening
Tasks" as well es the 1llsts and inforuation needed. The |
telephonec messages can also be typed at this time, or thney
can be given orally by the teacher on the propef day, Addl-
tional dally work could be generated by students outside the
nodel office by using the various lists and acsunlng the role
of customer. Salesmen's orders appenr Aas rough draft involces,

The incoming mall (as typed by other students) should be
&£iven to the clerx by the teacher on concecutive aays £s

indicated on the task%s, to be handled as showvn on flow shcets,
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Time Feriod Covered

The model office tasks cover a five working-day span,
Since certain dates were used which needed relativity, May
10 is called the first day. Any date could be used, but the
related dates would necd changing. Students are not ex-
pected to complete &ll the supplementary tasks or long=term

work,

Paper Stock and Orders

In this model office it 1ls intended that all stock be
only one substance welght and one size in order to simplify
figuring prices, In the real wholesale péper firm, quota-
tions could be glven and orders taken for mény more varia
ations, wlth a much more expansive price and inventory
schedule, The company after which this office is patterned
also bids on business for colleges and governments, but

this type of order hes not been included in the model,

Shipping Department

In the real office, provislons for shipment would be
provided by routing certain papers to the shipping depart-
ment, Since this office does not provide a person in that

position who could receive the papers, no routing wes made,

Flexibility or Variation -

Varlied methods of assigning some of the tasks would make
the work more stimulating., Delly work or supplementary work
could be dispensed in various woys in addition to typed

material or voilce directions from the office manager,
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If your telephone has an in-house connectlon, tacks could be
given by teclephone. Letters or direction could te put on a
dictaphone or could be dictated, Other persons might call in

with some of the tasks,

Equipnent end Supplies

Forms as per the samples included

A real telephone hookup, telephone book (an in-house
line is optional but would give opportunity for
flexibility in presenting material)

File folders

File space

Flle cards

Zip code directory

Typewriters (it would be possible for the bookkeeper
and clerk to share one)

Calculator

Bookkeeping machine (optional)

Staplers, paper clips, misc, supplles
Dictating machine (optional)

Secretarial handbook (optional but helpful)

Teccherts Alds

The followlng threse pages contaiﬁ: "Index of Forms,"
listing all the forms used and the approxiuate nuaber needed
to complete the work given in this model ofrfice; “Copying
Services" filing Xey; "Printefs" filing key, which will
lighten the teacher's bﬁrden 1f these supplcmentary tasks

in filing ace coumpleted,
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Index of Forms - Quantities listed allow very little

margin for error, Each employee should also have a copy of
Baployee's Handboolz, price lists, liat of salesacn, and 1list

of customers,

Form Approximate
Description No. No., Needed
Letterhead F-1 12
Telephone message F-2 15
Cbmpany purchase order F-3 10
Blank purchase order F-4 35
Credit memorandum F-5 5
Company invoice A F=6 65
Register of involces F-7 2
Ledger account F-8 ko
Salesmen's record F-9 7
Cashier's log F-10 10
Company check F-11 4 10
Blank check . . F-127 32
Deposit slip F-13 10
Stock shecet F=14 55
Inter-office memorandum F=15 20
Tinme card F-16 15 ’
Payroll - F=17 1
Calendar page (only May and
June nccessary, more are
optional) F-18 L
Price change memo (example F=19
only) ‘
Application blank F-20 3
Evaluation tool F-21 (see

vEvaluation")

Form letters (examples only)
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Filing Koy - COFYING SERVICES

1.
2,
3.
b,
5.
6.
7.
8.
9.

10,

11,

12,

13,

A & E NMulti-Service Corp.
Alzaddin Printing Service
Aldinger Direct Mall Advertising, Inc,
Bretts Printing Service
Copy Guick

Copy Shoppe,The

Copygraph Services
Hasselbring Coapany, The
Insty-Prints

1-2-3 Service Corp,

Rapid Printing Service
Student Book Store

Xerographic Copy Service

]
€}
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F1line Hey -~ PRINTLERS

Art Color Printing Co,

Art Precss

Automated Business Forns Corp.
3& M Printing Co,

Baffic Printing

Bergen, Freston L., Inc,

Plue, I. N., Printing Co., Inc,
Boise Frinting Co.

Bradstreet, Walter R,

Central Jersey Fine Arts
Central Printing Co.

Christlie Press

Cordes, E,.

Cranbury Press

Dangell, W. J,

Dunbar Printing Co,

Dunbar Wedding Center

Ffairmall Service, Inc,.
Fidellty Printing Co.

Franklin Parx Press, Inc,
Franklin Printing Co.

G A S Frinting, Inc,

G & G Fringing Co., Inc.
Grapnlic Color Co,

Heldin sfeld Printing Corp.
Bome Ncws Publishing Co,
Jamesburg Press

Jennings, Kitchen, Grygo, Inc.
Karkus Press

La Roe Press, Inc,

Lasky Co. :

Logan & Son

Magretto Advertising & Printing Co.
Mariano Press

Mercury Printing Co.

Middlesex Press

'fation=1 Printing Co.

New BrunswickX Letter Shop

ew Parker Photo Offset Printing Co.
0K Printing Service

Quality Rubber Stamp Service
Raritan Printing Co,, Inc,
Remsen Printing Shop

S & S Printing & Duplicating Service
Silvano Press

Spalluccl & Son

Spoxesnan rrinting

Standard Press:

Star Lectter & Offset Service, Inc.
Thatcher-Anderson Co.

Top lotch Advertising Co.
Unimon Printers

Van Vechtcn Press, Inc,
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ASSUNPTIONS ABCUT STUDENTS

A vocational objective on the part of the students who
will use this curriculua device 1s'assuﬁed; The application
blank will be of help in placing students according to their
skills end to thelr objectives,

Clerk - Typewriting I
Business Arithmetic
Percentages
Price extension
Payroll

Duplicating lMachine

Filing
Alphabetic
Chronologic
Geographic
Nunerlc

Basic Busliness
Purchase orders
Invoices
‘Credit rating
Flow charts
Organlizational cherts
Organlzirng time
Buslness Machines
Calculator
Adding liachine

Bookltecper - EookXeepling
Posting of T-accounts

Record-keeping .

Business llachines
Calculator
Adding lacnline

Bacic Buslnecss
Purchase orders
Involces
Credit rating
Flow Charts
Organizational charts
Orzanizing tlue
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Bookkeeper
(cont,) = Filing
Alphabetic
Secretary =~ Typewriting II (one year)
Invoices Proofreader's marks
Itinerary Booklets

Speeches, programs
Form letters

Duplicating lMachine

Basic Busliness
Purchase orders
Invoices
Flow charts
Organizational charts
Credit and collection
Organizing time
Secretarial Practice
Making arrangements for meetings
Making appointments
Scheduling ltinerary

Adjustmente for Varied Pre-lcarnings

Some of the supplementary Jjobs céuld be administered
with conslderation for the skill of the students or for
thelr need for extra practice in some skilis. Typing for
the routinc work done by the clerk 1s minimal, but some of
the supplementary Jobs of 1lists to be alphabetized could
require nore typing skill; the bookkeeper rareiy does any
typing.

Acquaintance with some form of duplicating machine 1s
expected for the clerk and secretary, whether or not the -
business forms used are done in the offlice or in the graphic
arts department or elsewhere, If eithcr the secretary or

+ the clerk is familiar with a duplicating process, that
person could teach the other.

If a bookkeeping machine is avallable, it could be

utilized by the boolkeeper in the model office in this paper,
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OBJECTIVES

The objectives of any model office center around

acclimating students to a work environment,

Genernal Objectives

A, Skill objectives
Galn experience and increase facility in use
of previously learned skills and in
combining skills
hpply skills to new sltuations
B. Vocatlonal objectlves
Learn relationships of positions 1n an offlce

Recognize the interdependence of job tasks in
an office

Develop a businesslike attitudes

Arrive on tilme

Be neat

Feel rcsponsibllity for the completion of

a task by oneself and others

Start efficiently ("dig in® immediotely)

Learn to work under offlce pressurcs
Learn to organlize time
Develop proofreading skill and accuracy
Judge by acceptabllity and malladblility
Improve efficlency

Learn to keep busy constructively during slack
periods

Galn conccpt of the telephone as a tool

Develop decision-making abllity
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C. Social objectives
Learn to cooperate to get a task conpleted
Learn to instruct others clearly and patiently
Get inforaation tactfully from outslde sources

Recognize value of tlme of others as. well as
one's own

Galn experience in working with others
Gain self-confidence in working with others

Recognize opportunities for courtesy and
conslderation of others

D, Personal objectives

Gain confidence in working with office
procedures

Galn self-confidence in outside contact through
the telephone

Improve sclf-ldentity through recognizing
inportance of one's own contribution to
work flow and to group effort

E, Academic objectives
Gain familiarity with tusiness forms

Increase understanding of flow charting

Learn some terms involved with handling paper
stock

Gain a little knowledge about paper stock

Develop ease in working wlth percentages in
certain applied types of probleus
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Echavioral Objectives

Given various items to file alphabetically,
nurerically, chronologically, or geographically, ctudent
will demonstrate filing slkill by filing eccurately and being
able to retrieve items when needed.

Given price list and customer order information
student will indicate knowledge of pricing by recording the
correct fipgures on purchase orders or invoices,

Glven prices and order information, student will
indicate knowledge of figufing prices used by the paper
industry and of mathematical calculatlions by properly end
accurately extending prices on rough draft invoices,

Given customer credit rating information, student
will demonstrate use of credlit rating information by record-
ing thig information on rough draft invoice,

Given authority to order forms as needed and responsi-
bility for having supplieé of forms avallable when needed,
student will demonstrate responsibility by checking on
sunplies of forms and ordering sufficient numbers as needed,

Gilven various pieces of mail to distribute, student
will show positive attitude towsard her work by distributing
the maill promptly and accurately and with a smile or a

conment in a pleasant voice,
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Booklineper =

Given invoice figures and paynent figures, student
will post ledger shects neatly and accurately, indicating
ability to transfer bookkceping knowledge of workihg with
T-account to a realistic situation,

Given flgures from involces and from payments,
student will keep salesments accounts neatly and accurately,
indicating recognition of dependence of others uncn his
" acecuracy.,

| Given flgures from invoices and from stock orders,
student will keep inventory recbrds neatly and accurately,
1ndicating {noyledge of inventory control and of the alternate
open to a company of shipping direct from the mill rather
than carry huge inventories,

Given rough draft involces, student willl indicate
proof reading skill and facility with figuring paper stock
prices by checking these invoices and carrying responsibility
for thelr accuracy in figuring.

Secretary -

Given rough draft invoilces, student will type fin-
ished involces neatly, completely, and accurately, indicating
transfer of typewriting skill to a realistic problem as well
as an understanding of business forns and familiarity with
paper stéck terns,

Glven sinilar naterial over a wveet or nmore time
perlod, student will demonstrate increase in typing skill
and greater familiarity with this office by having fewer

erasures, greater neatness or better arransement, fewer
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restarts, faster coupletion of forms and/or letters as time
progresses, as 1ndicated by iaproved marks on the evaluation
tool,

Glven tasks which requirec planning time schedule
over an extended perlod of time, student will demonstrate
declsion-making by planning schcdule sd that jobs with a
critical time element will be completed at the proper time,
e.g. making a time schedule of work to be completed for
" upcouing salcs meeting.

| Given a list of overdue_accounts and sample letter
to follow, student will complete appropriate letter or take
appropfiate action, indicating understanding of basic credit
policy and demonstrating declsion-malking,

All Employeces -

Glven necessary information and forms, student will
indicate knowledge of business forms by filling in all
possible or necessary blanks appropriately.

Receiving telephone calls, student will indicate
good telephone usage, appreciation of value of time, and
consideration of others Ly speaking pleacsently, recording
information neatly, completely esnd accurately and by enun-
clating clearly, In additlon, in 1n1tiating calls, student
will indicate planning for the call by having all necessary
infbrmation avallable and questlions clearly in mind or on
paper when possible,

Given a situation where information is best sought
by telephone, student will show uppreciation of the tele-
phone &s a buslness tool by gebtting the inforaation from

outslide sources as appropriate.



TH17

Given various items wnhich are to be written, stu-
dent shows respect for others by writing leglbly.

Glven varlous nmateriels, tasks and equipment, stu-
dént denonstrates erficlency by arranglng work area so items
can be ucsed with least effort,

Glven specific dally, weekly, and intermittent jobs,
student will indlcate goed organization of time by complet-
ing dally Jjobs dally, weekly jobs on the day prescribed, and
other work as necessary,

Given a flow chart of a procedure, student will indi-
cate understanding of flow charilng by following procedure
properly, ]

Given a business office setting and work material
student will indicate a businesslike attitude by:

-arriving on time
-maintaining a neat appearance according to

standards accepted by this particular offlce
» -beginning work immedlately upon arrival 1n the

office .
~adjusting organization of work on putting pressure

on himself when there 1s special need to get a Job done with
a cooperative effort, e.g. & rush job or the absence of an
employee .

Given work which fills less than a work day, stu-
dent will indicate willingness to keep constructively busy by
working on supplementary tasks (available'from office mansger)
if regular work is completed or

leen work which fills less than a work day, student
will show inltlative and attitude of CQOperation by observiug

need for and carryinz out unassigned tasks,

Given certain tasks which are to be worked on also Dby

others in the office, student vill indicate recognition of
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the interdcpendcnce of Jots by organizing work so that his
portion of the task is ccmpleted end passed ulong promptly,.

Given information which might be best not trans-
mitted,’studcnt will indicate tact by refrailning from repeat-
ing the information, e.g. when gettlaog quotations'on sales
meeting arrangements from selected meeting places, not
mentioning the gquotation from some other specific place; or
not mentioning how long a superlor night have been out of
the office, when answering a telepnone call for hinm,

Given directions either by dictaphone, by written
- message, by oral communication,'or by telephone, student
wlll dexonstrate dependability, attentiveness, and ability
to handle many.types of communicetion by following dircc-

tions as they &are given,



EVALUATION

Mallabllity and usebhility are the main criteria for
evaluating the pnper work in this office, Preccise techniques
or processes are not stresced as they are 1n beginning
classes, 1f the Tinal product is satlsfactory. Aétivities
are also evaluated by the spirit in which they are performed,

An evaluation tool (Form F=21) is provided which can be.
attached to papers as they are passed along from person to
person, each student acting as evaluator for the previous
person in that procedure., Some procedures, like telephone
calls, should be self-evaluated, A number of coples of the
evaluating tool should be provided for each student,

The teacher n2y use these in various ways, ©One could
be attached to every tasi; thls would make a large nuunber of
papers but should give an accurate evaluatlon., A certaln number
each day, e,g. 10; could be complcted by students on random
tasks, Specific tasks or papers could te designated by the
teacher for evaluation by the students,

Use of this evaluation tool will 2id in spotting arcas
of learning weakness as well as ald in final evaluation,
Comments by students at a staff meeting may also help in
spotting problens,

Evaluation would depend upon the nunber of evaluation
tools used and trlie points on each, Usling teu evaluation
tools,‘a score of 30 woﬁld indicate a bassing level, A

sample of the evaluation tool 1s on the following page,
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SAlIPLE F-21
EVALUATION TOOL

4

Item or Task /7 , //w s
Evaluated R I O A S R A
/) ‘/.’\ < 1 s \-/ T
Executed by Lt G0 e se . Position (§?¢4f
) “(.4—-—- - P
Evaluator E%wnqugg e o Positlion §¢31¥k72w¢>&Aa
o i
Accuracy, Neatness, Conperation, Initiative, Ready
Completencss  Legibllity Courtesy (Declsion- Wnen
making) Needcd

Q
o
(@]
3]

does not apply

-above average, exceptional

good, acceptable for a high quality office

falr, usable in an emerzency -

poor, not acccptable for en average office, lacks scue
pert

indicates negative or very carcless effort

WM
waunuan

-1

If handled by more than one person, complete this step:

Item or Task

Evaluated
Executed by Position
Evaluator Position

0 O 0O O

If handled by a third person, complete this step:

Item or Task

Evaluated
Executed by Tosition
Evaluator Togitlon

B

O O |
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TASKS

The tasks are divided into two groups, The flrst group
conslsts of pre-opening tasks, The second group will provide
dally tasks, wlth work flowing through the office, The third
group consists of internittent tasks which are not meted out
s0 preclisely day by day. These could be interruptions or sup-
plementary work as the teacher sces‘the need, Supplementary

tasks are also suggested in the Tinloyee®s Hondbook under

"Office Activities.,”

éertaln material must be conpleted before the office
opens; As supggested in "Generating Work," these pré-opening
tasks could bve cdone Ty o {typling clees or could be done by the
" enployeces themselves, with the understending that these are
pre-opening Jjobs sand not regular daily work, Thesc arc “Led-
ger Cards Already Active" and "Stock Sheet Records &t Opening
of Office,”

The dally work and the supplementary werk tasks should
be prepared by a group other than the employees, They con=-
glst of inVvolcez, purchace oréers, checks, memoranda,
telephone messages, and other directions which could be
handled orally by the office mansg-r, Tre delly worx would

represent incoming mail and would be glven to the clerx on

the appropriate days,



Pre-Onening Tacks

Date
L/20
Lk/15
/13
L/20
L/21

4/22
4/20
/24

h/21
b/30

h/25
3/15
L/20
3/16
L/28

k/25
3/13
2/15
L/2s
5/l

5/5

h/12
2/15
3/16
5/10

Ledper Cards Already Active

Douglas Printing Co.
David Davis

Medlar Press
Priesman Printers

Jones Printing & Litho-
graphing Co,

Hugo Benson Printing, Inc.
Colonial Press, Inc,
Gate City Press

Paresgon Printing, Inc,
" " n

Blair BEouse of Frinting

Comuercial Lithograrhing Co.

Tilford Printing % Caerd Shop

Zimmer Printing Co.

Ralph Printing & Lithograph-
ing, Inc., - '

Varsity Press

Zenlth Office Services
Duplicaeting Sefvices
Miller Printing Co.

Top Advertising Co,

Record Printing Co.

Oh-K Printing & Duplicating
Inland Press, Inc.
Industrial LabelVCOrp.
Guality Frinting Co.

Hx Y

Amount

25,00

o>

857

50.00
120,00

s g»

S

325,00

97.50
87.00

og»

I

385,00
95.00

L"SQOO
95.00

P
or

<>

7

o

60,00

>

25,00

r

340,00
60.00

R+ N =/

24,00
60,00

96.00
840,00
280,00
384,00
608,00
31788,00
2 874,00

-GF

EEd ]

885.00.

TH 2

Inv,
30
32
27
16

18
28

2

No.

15

8

10
19

11
7
3

14

12
25
17
31

26

20



TH23

Stoclt _Sheet Records et Openine of Offic> by Papcr [1lls

Iype Fell Ctne,# Broken Ctns, #

Kimberlev-Clarkson

Andorra Lnite 900 60
" Grey 360 20
Tex-0=Sct White : 1200 80
. Blue 240 90

" Green 600 -

" Lemon 720 Lo
Victorian Wnite 1300 30
Peach 4 1080 Ls

Velopaque Text White 240 20
. Zodlac White 2L00 30
"  Geuinil Violet L80 4s

"%  Aries Red - 840 30

" Tourus Orangze , 360 30

b Leo Yellow 240 30

"  Virgo Olive 1080 4s

" Scorpio Brovn 360 15
Classlc Laid White 2400 60
Lt. Blue 360 -

" " Lt, Yellow 600 30

" Dk, Blue 360 ks

" " % Yellow 360 L

Cascade Paver Comvany

Mountie Antique White 120 )
" Indla - 120 30
" o Yellow 240 -
Howard Offoet Cover White Vove 1440 20
u Felt 120 .30
" " »  Yellow Wove 360 60
b N " It. Blue Felt 120 60
Tuscan Antigque Fini ch white Lso 30
" " Dk. Blue 240 60
" " " Black 120 L5
" " o Scarlet 360 30
" " " Lt. Blue 120 - 60

Yosemite Faper Comneny

Caneo Dull Rook 1200 Lo
" " Cover L8O Lo
" Gloss ook 1020 30
" " Cover : Lao 30
» Saxony L&o -

Casco En1me1 Gloss Book 1200 30
" Dull Dook 240- 30
" " Gloss Cover I 30
" " Dull Cover 360 60

Cunberland Dull Dook 1920 60



Yeorenite Paper Company (cont,)

Cumberland Dull Cover
" Gloss Book
o " Cover
Fontana Suede
Lustro Offsct Enamel Dull Book
" n

" " Cover
n " " Gloss Boosk
“ ” 9 n COV er
» " " Saxony

Overprint Lebel C-1-S Cffset
Prentice Gloss

" Sucde
Shorewood Glcss
Trufect Enamel Letterpress
Woodbine Duplex Enamel

720
840
840
1140
120

360
120
1560
720
120
L80
240

1920
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Dally Tasls

Day One - checks fromn:

David Davis, 721 N, 58th St., Hacklnaw Clty, MI
MI 49701 350.00 Invoice no., 32

Medlar Press, 1437 S. 13th St., Livonia, II 48151
120,00 Invoice no, 27 .

Priesman Printers, 418 S. 15th St., Jackson, MI
h9201 525,00 Invoice no, 16

Jones Printing & Lithographing Co., 1817 Vinton St.
Ovosso, KI L8367 3325,00 Invoice no, 18

Hugo Benson Printing, Inc,, 6571 liaple, Senecca, HI
L9280  397.50 Invoice no. 28

Colonial Press, Inc,, 813 Jones St.,, Livonia, MI
48151 $87.00 Invoice no. 15 -

Gate City FPress, 416 S, 14th St., Mt, Pleasant, MI
48858 1285,00 Invoice no, 8

Peragon Printing Inc,, U226 Florence Blvd., Livonia,
MI 48151 $335,00 Invoice no, 10

Day One - purchase orders from:

No., 37? Citizen Printing Co.,, 2308 N St.,, Seneca
MI :

100 pounds White Tex-0-3Set

60 pounds Cool Blue Tex=-0-Set

No. 198 Beacon Press, 1210 Koward, Niles NI
300 1b, EHoward Offset Cover, Yellow--Wove
80 1b, Howard Offset Cover, White--Wove

No. 776  Copycat Duplicatinz Scrvice, 415 S, 12th
St., Mt., Plcasant, NI 48853
3 cartons White Andorra
2 cartons Grey Andorra

No, 385 Bonnie Sales Company, 3515 Walnut, Livonia,
‘MI 48151
6 cartons White Tecx-0-Set
3 cartons Greean Tex=0-5Sct
18 cartons White Classic ILz2id

No. 179 loran Printing Co., 1514 Cass St,, Muskegon,
MI LgghL3 .
200 1b, wWnite Zolinc
60 1b, Genlnl Violet Zodlac
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No, 3378  MNedler Fress, 1437 S, 13th St., Livonia,
NI 48151
L cartons Victorlan VWhite

No., 77867 Dougles Printing Co,, 111 N, 18th St.,
- Livonia, II L3151
& cartons Zodlac White
1 carton Aries Red
1 carton Tasurus Orange
1l carton Leo Ycllow

Day Tuio - checks from:
Blair House of Prin*lnq, 1734 S, 13th St., Owosso,
MI 438867 $45,00 Involce no. 11

Conmercial Lithographing Co., 1203 Pacific St., Niles,
MI 49120 395,00 Involce no. 7

Tilford Printing % Card Shop, 108 S. Main St.,
Lansing, NI  $60.00 Invoice no. 3

Zimmer Printinz Co., 1220 S. Lo#an, Lansing, MI
43934 525,00 Invoice no. 14

Ralph Printing & Iithographlns, Inc., 1933 St,
Marys Ave., Livonia, NI 43151 3340,00
Invoice no. 9

Varsity Prcss, 1502 unllfornia, Jackson, HMI Lg201
360,00 Invoice no, 1

Zenith Office Services, 1517 Harney, Muskegon, IiI
Loolk3 524,00 Invoice no, 12

Day Two - salesmen send in purchase orders:

From salesman Rice:

A=)l Printine Co.
4 cartons White Classic Laid

2 cartons Wnite Victorian

Inland Press, Inc.

‘ 6 cartons Cumberland Gloss, Book
8 cartons Cumeo Gloss, Book
2 cartons Cnueco Gloss, Cover

Colvin-iullin Printing Co,
6G0 1b, ILustro Offsect Znamel Saxony

Standard Frinting Co.
50 pounds TqLC’l AP'iQHL Finiash LE. Blue
20 pounds Doward Offsct Cover, Lt., Blue-~felt



Froi salesmen Johoans
Barnhnrt Press, 2564 Fava.a, Hacklnaw Clty, HI
Lg701
3 cartons Cemeo Tull Book
2 cartons Cunberlarnd Tall Eook
1 carton Comeo Dull Cover

Western Printings Co., 215 N, 12th St,, Mackinaw
City, =l 45701

I} cartons Wwoodblne Diplex Encmel

2 cartons Frentice Suede

From seles:aan Parker:
Harrls & Sons, 4402 N, 22nd St., Niles, MI 45120
300 pounds Tuscan Aritlque Finlish white
120 pounds Tuscan Antigque Finlsh Dk. Blue

Rigcggy Press, Inc,, 3020 Leavenworth, Niles, MI
9120 '
60 pounds lountie Antique, -white
120 pounds lountie Antique, yellow

D~v Three - checks rececived frou:

Bonnie Sales Co., 3515 Walnut, Livonisa, NI 43151
$1112,00 Invoice no. .

Copycat Duplicatinxz Service, 415 S, 12th St,., it.
Pleasent, MI 48858 +244,00 Invoice no.

Douglas Frinting Co.; 111 X, 1%th St., Livonia, HI
48151  %325.00 Involce lo. 30 '

Duplicating Services, 200 Kew Plaza, Seneca, NI
49280 560,00 Iavoice no, 25

1iller Printing Co., 1314 William St., Owosso, NI
L8867 596,00 Invoice no, 17

Top Advertising Co., 4110 Ccmmercial Ave., lMt,
Pleasant, MI 48853  3540,00 Invoice no. 31

Doy Three - orders recelved from:

P.O, No., 713 Industrial Label Corp., 715 S. 12th
St., Livonlia, NI  231¢51
6 cartons Cemco Dull Fook
12 cartons Casco Enauncl Gloss Book
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P.O. 9076 ¥-S-l Frinting Co., 1904 Cuaing St.,
Jackson, KI 445201 :

00 pounds Fontana Suede
1200 pounds Cumberland Dull Book

P.0. 73%2  Dependnble Printing, 4609 Dodge St.,
Owosso, I L8547
15 cartons Yoodbine Dunlex Enazel
I cortons Lustro Offsct Enamel, Saxony

From salesman Parker:

Dupllicallng Services, 200 Xcw Plaza, Seneca, MI
49280
600 pounds Zodlac Virgo Olive
30 pounds Zodiac Arlcs Red

Paper Trousseau
60 pounds Zodiac White
30 pounds Leco Yellow Zodlac
30 pounds Taurus Orange Zodlac

From salesuwan Friledmann:
Ralph Printing & Lithographiag, Inc., ¢33 St.
liarys Ave,, Livenla, NI L2151
1380 pounds Tex-0-3et Whi
300 pounds Tcx=0-Set Leaon
Day Three - telephone message
Rapld Printers called, They need 2 cartons of
Andorra white In a tlg rush. They will have a
messenger pick it up in the next half hour,

Day Four = checks recelived:

Inland Pressz, Inc., 4012 S, 24th St,, NMuskegon, MI
Logk3  4%73,00  Involce no,

Top Advertising Co,, #4110 Comuercial Ave,, lit,
Pleasant, I L0358 2840,00 Invoice no., 29

Record Printing Co., 508 S, 19th St., iiles, MI
49120  5280,00 Invoice No, 2

Oh-K Printing & Duolicatine, 111 N. LOth St.,
lackinaw City, NI Lg701 5354,00 Invoice no, 26



Day Four - orders recclvced from:

P.0. 3333 [Faplevicw Press, £104 Maple St., Niles,
MI k9120
2L cartons Howsrd Offsct Cover, White Wove

P,O., 43879  Corey-Ici¥enzie Co., 1203 Farnan,
Muskegon, IMI h/9 3
90 pourds lountie Antique White
120 pounds Tuscan Antigue Finlsh Black

P.O.,Redficld & Company, 1901 Howard, Lansing, NI
8932 F.0. 437
480 pounds Cumberland Dull Cover
120 pounds Cwiberland Dull Book

P.O, 4443  Haas Printers, 513 S, 27th St., iuskegon,
MI Logls3
8 cartons Fontana Suede
2 cartons Lustro Offset Enamel Gloss Book

Salesman Ordmnan sends in the following orders:

Priesman Printers, 413 S, 15th St., Jackson, MI
Lg201
1200 pounds Clzssic Liid White
120 pounds Classcic Loid ILight RBlue
120 pounds Classic lLaid Light Yellow
120 pounds Classic Laid Dark Yellow
60 pounds Classie Laid Dark Blue

Epsen Llthozravhing Co., 2002 Culifornia St,, Jackson,
MI 49201
3 certons Victorlian Whilte
6 cartons Victorian Pcach

Day Four - office manager ordered inventory,on our
puicriace order fora:

8 cartons Howard Offcet Cover Unhlte Wove
4 cartons Tuscan Antique Finish white
2 cartons Tuscan Antique Finlish Dark Blue

Day F01r - check rcceived from bank, marked “Insufficient
runus," from:

Western Printine Coopany, 219 W, 12th Feckinaw City,
nI L9701 ;9\».00
(Ilark INSUFFICIENT FUNDS across the check)
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Dy Four - telephone messages

Standard Printing Company was shipped the wrong color
paper and is returning it., They should bc issued s
credit memorandum for the amount of the purchase.

Salesman Parker has asked for an extension of time of
15 dars on a payieat due from Williams-Bredin
Printing Conpany, due lizy 15 for .55.00,

Dy Flve = cnecks reczived Troms

Paper Trousseau, 2035 Harney St., Seneca, NI
Lkg250 3130.00 Invoice no, 17

Inlend Press, Ind., 4012 S. 24th St., HMuskegon, NI
Loghs $608,00 Invoice no. 31

Industrial Label Corp., 715 S. 12th St,, Livonia, MI
48151  31788,00 Invoice no, 22

Paragon Printing Inc., 4226 Florence Blve,, Livonia,
h 48151 795,00 Involce no, 19

Uarco Pusiness Foruss, U3LL Haumllton, Owosso, MI
488¢7  3364,00 Invoice no, 24

Quality Printing Co., 4735 S. 24th St,, Cwosso, AI
k8867  $3S7L4.00 Invoice no., 20

Day Five = orders recelved frou¢

P.O., 482  Douglas Printing Co,, 111 N, 18th St.,
Livonia, MI 48151
30 1b, Tuscaen Antique Finish, white
15 1b, Tuscan Antique Finish, scarlet
15 1b, Tuscen Anticue Finish, dark blue
10 1b, Tuscan Antigue Finlsh, light blue

P.O., 5551  Blair louse of Printing, 1734 S, 13th St.,
Owosso, MI L3347
15 1b, Lustro Offset Enamel Saxony
15 1b, Prentice Gloss

Salesran Thomas sends in the following orders:

Acme Printing Co., 1260 S. 16th St,, lit, Pleasant, il
L8253 ‘
Ls 1vb, Cumterland Gloss, Book
20 1b, Cumberland Gloss, Cover
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Copycat Duplicatine Service, #15 S, 12th St., lit,
Pleasant, I L5353
20 1b, Shorewnod Gloss
15 1b, Cameo Gloss Book
10 1b, Cameo Dull Cover

Salesuan Grossutan sent in the following orders:

Anderson Printing Co,, 1216 Harney, Owvosso, MI
LE367 .
75 1b, Tuscen Antique Finish, white
90 1lb, Mountlc Antique, wnite

Blalr Bouse of Printing, 1734 S. 13th St,, Owosso,
MI Legéer
160 ib, Zodiec Virgo Olive
180 1b, Zodiac Scorpio Brown
300 1b, Zodisc Wnhite-
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Intermittont Tesks

Memorandum - from Company President

I need the nsme and telecphone rnuaber of a paver
company in Kecenah, Wlsconsln, eny paper company in
that cilty. Get a namne and nuuber from the long
dlstance operator,

Memorendum - from Company President

On August 17-23 I am planning to attend a conventlion
on paper processors in Kilwaukee, I am to chair an
afternoon meeting on August 17 and also am going to
give a speech on August 18 on morality in advertising,
Please type up this rough draft of the speech, I need
only one copy. The rough draft materisl is included
in thls section &nd should be attached to the memo.J

Memorendum - from Salesman Thomas to Secretary

Mr. (the company president) said he would see Mr,
Leonard Hell from my district on Friday, May 12,
An appolintment was supposed to be made for 3:30,
Will you check to see if this 1s on his calendar?

Telephone messare - to Secretary

Mr, Gerald Johnston will be in town Tuesday and
Wednesday and wants an appointment., HKHe handles paper
cutting equipuent. (Should he be given an appoint-
ment? If so, with whom? Put thls on the calendar 1if
it snould be there,)

Task

Mr. Jay lMason calls when your boss has a caller,
What do you tell him? Write a mcmo telllng what
you would say or co.

Task - forSecretary

John Richardson is coxzing in at 10:00 on iiny 11 at
Capital City Alrport, Type a memo to your boss to
remind him to pick up John at the airport. (You
know that this is a person your boss plans to meel--
a personal friend or speclal client,

TasX - for Secretary

Bids for the State Department of Vocatlonal
Rehabilitatlion are due on Moy 15, The offlice manoger
wants a reainder tnrce working days hefore then,

Type a meuo,
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Menorandun - from Comnpany President

Please get me the nomes and sddresses of seven book
publishers, You can probebly find these in various
books or in the library. Type a 1list and get the
zlp codes for these publishers if they are nct
included,

lemorandum - from Company Presldent

I need to get a gift for my 15-year-old daughter for
her birthday next week, Would you type up a few
suggestions?

lfemorendum - to Secretary from Office lanager

I want to go to St, Paul, kKinnesota, on Nonday,
June 12, Will you check on flights avallable?

Memorandum

A two-day sales convention for our company is being
planned -for July 5-7. Check on motel accommodations
in towm for six salesmen, four with wives,

For the sales convention a mecting place at one of the
motcls s necessary, Get estimates for the cocst of an
evening dinner with families for a meeting (private
room). We also need facilities for a daytime umeet-
ing with lunch==from 9:00 to 3:00 o'clock==with
norning coffee (16 people)., Check if a blackboard or
display board is avallable for the morrning nmeeting.
Check on wnat the menu could inciude, Are there
facllities for a meeting without lunch? About 25
people will be attending the evening dinner,

You should have three to five estimates in order to
coupare prices fairly, a&s well es to judge menu
where the dinner is concerned, They do want a good
dinner, Check if drinks can be served in the sane
roon as the dinner,

Memornndun - from Office lanager

I an making a trip to St, raul to contact some
clients, Liaving Monday, June 12, Plcase type up
a tenltetive traver and apvolntment schedule for me,

i [Thc handuritten roush drart shiould be attached to
this mcmorandum.} .
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Memorandnm - to Secretary

Please type up an agenda for the sales mecctling,

lnclwiing these i1tems, Space 1t out a little so
there 1s a 1itile room for note-talting if anyone
wants to Jjot somethin;; down, The meeting starts

at 9:00 on July 5. Include the following items:

Intiroductlion = Conpany president ‘

Introduction vl all sulesman with brief personal
slictch from each one

Sales reports - Offlce manager

Comments on product liinecs - 2ll salesmen

Diccueslon on speclal probleas, frustrations,
su;sestions

Prcesentation of new product line - Kimberly-
Clurikson rcpresentative

Nemorandum - to Secretary

Please type up an attractive double-fold booklet
for the sales banquet, 6:30 p.n., July &, with
the men which was offercd by the motel which you
called, The program for the evening wlll bhe:

Introduction

Introduction of all salesien andl thelr wives
(Iist them in the booklet, also the naues
of the conpany officers,)

Report on company standings

Presentation of awards

llemorewitn - to Sccretary

Write a letter making recervations at the Park
Hotel in St, Psul, Minnecsota (Fourth Street at
Washington) for londay night for the trip in the
itinerary, en you check on the flight to St,
Paul, see 1f I con nake a 10:00 o'clock apveint-
ment on ionday. If not, check on a Sunday flignt
and na¥e the reservation for Sunday and londay
nightgc, ‘

Memorandum - to Clerk

Yosenite Paper Ccumpany has irncreased the price

of Fontana Suecde in cartons to 56,00 for broxen
pacianc, and 537.00, 922,00 snd 50,00 for

1 carion or 607, % cartons cr 2407, and 16 cartons
or $G0%, respectively., Flease send thls notlce to
our salesmen and clip a notice to the price 1list
to the effect that thls change 1s ecffective on
June 1., rake the change on the price list at that

time,
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Hemorondia - to Secretary foom Offlce ilanager

Please scnd the fellowing letter to lMr, H., A. Hilbvert,
Cascade reper Conpony, 113 W, 13th St,, St, raul,
M¥innesota 55110: Dcar Mr., Hllbert: The ncw
process for tresting paper to resist the effect of
hunidity about whiich you wrote in the Packaring
Journ=l sounds very intriguing, I shoUid iise Lo
dadlscuss it with you furtner. ‘ﬂ I shell be in
lilwaulice on Foudey, July 11, Would it be pcssible
to see you that wmorning? Very truly yours,

Send a similar lctter to Mr,., John Garson, Marion
Paper Conpany, 7436 Well Street, St, Paul, liinnesota
55116, but refer to the process for resistance to
staining, and asii for an &ppolntument in the afternoon,

Memoreandum - from Office Manager

Please csend a notice to all salesmen about the sales
convention, It can go out as a memorandum, The
subject will be: Sales Convention,

A salés convention will be held on July 5-7 in
Lansing.

Your reports have been couing in with strong sales
records in most lines, lic shall discuss these at
the meeting and work out any probleams you way have,
Kimberly~Clarkson 1s introducing a new line of
colors., A representative from thot company will be
precsent to tell us about it, .

Your wives are invited,

Further details will be seant to you later,

Memorendun

Please alphabetize the list of copylng services in
Lansing and East Lansing, find the zip codes for
each and type up a 1list, [Ihe 1list is included in
this section and should be attached to the mcuo.]

Menorandwi
Please alohabetirze the 1list of printers., List
thelr nwaibers as they appear alpncbetically. Ia
other words, nuaber 1, on your 1list w1ll have the
nunber 17 behind it, (The 1list is included 1n
tnls section and should bte attached to this memo.]
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Rough draft -
nougn arail ‘—,7114 ﬂ';c[{’ (‘;(,4//—/‘%{?’7(4

—AHP-ANDS z.n*f‘.mz)s /”
({ //(,( {C <'/~§74/L/ L ‘ﬂ¢,c<()/
The Clenrwater River, fifty mlles upstream from Potltatch—

/C /”’u(_ _"_' U‘C Z}' 5

Foredis Inco;pozate“ pulp and paper mill, is, as Newsweek

put it, a "scene of breathtahino natural beqﬁﬂ{y “ The
etrpd 827 . /(/5/4,7,c /(
?oti&ta%4people apparently agreed; they photographed it,

added the czaption It cost us a bundle, but the Clear-

water River still runs clear, and ran an ad But(/; the\)

e T ——-A’-—’;_:'___ et T e e e

(’plant sit;\ft;jaowa tream from the plcture location, éf

; f
,J/( /1’».; 4 \—/

vissen-puips fresh water in firom the stream and

purps out forty tons of suspended organic wastes,
' 7

e el ~
Simultanecusly, Potiatceh exudes some 2,5 million tons

of sulfur gasses and 1.8 milllion tons of particulates

into the &ir., The implication that the river, as

.Zé(/ 7 - u./?(/(// (/{Lﬂg/ [71 l/
shown in the ad, was the creation of Fottatch 1s (7~

/‘u-‘/[ﬂ. &'. (6,

Sfetied by the subscouent photes, never snowm in the

ads, taken of tle ~itvation el the plant end below 1t,




Says NewsweeX: *“When an enterprising local college
newspaper edltor polnted out the discrepancy between ad
copy and'reality, the conpeny responded by cancel}ing

all corporate advertising.® Other such incidents and

the growlng concern throughout the country with questions
relating to the soclal responsibility of corporations

/té‘VzZ’L//z:“-'é(/

all point to the need forpa new vliew of the morallty

of advertising., g 725
,ézk/i/::'-) L L0 PR OUN ot 7[‘" /‘li/ut/

'
’
At 40 C¢-2¢ 1""/641.;1.

WhagA&e—ﬁv~me&nwhr morals in advertising, and how

can we epproach the question? Is all advertising and
or1ef— '
t'/ |
are all parts of . &"glven ad to be subject to the same
rules and standards of morality? There 1s a need for
discussion and assessment of the moral state of adver-

/12:’:/'/4;/71 Wi Zj

tising now, as well as the recormition of guldelines

and rules for the future,
Theodore Levitt, in nis crticle 'The morality (7)

of advertlsing," has performed a veluable service in
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ralsing the discussion of the role of advertising in our
gbﬁiety to a new level of abstraction. .The article

72
/w&wwaiﬂﬁd/cc‘//;zzzcv
provides—a—framework for consldering the question of

advertising morals in particular, and business morality
]
i Gereval-
generelly, Desplte his thoughtful conslderation and the
development of a raticrale for a conception of adver-
tising morality, the arfyfGment in its totality ie—likely-
4o lead®dowvn some blind, and even unprofitadble, alleys,
) CorCl (I/c < 20
Levitt wlsuadlizes the roles of advertising and packaging
as being much the same as those of art and poetry, in
that they all help create the g&mbolic and anticlpated
world rather than simply reflect reality., "I shall argue
LR T
that eabellichnent and distortion are among advertisingts
legitinate and soclally desirable purposes, and that
i1lleglitimacy in advertlising concists only of falsification

with larcenous intent,™ Levitt says. He belleves the

conuzon purpose of art and advertising is to “persuade,™
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Levittts distinction is a meminu} one: "Conumerce,
1t can be sald wlthout apology, takes essentially the
seme 1lberties with reality and 1iterality as thelartist,
except that commerce calls its creatlons advertising, or
industrisl design, or packaging. As with art, the
pgrpose i1s to influence the audience by creating illu-
slons, symbols, and implications that progise more than
pure functionality.*®

This ergument presents serious problems, Although
one can generallize similarities by using the word

ﬁir‘;('a(/(? . %"lﬂt(([hﬁ;“ﬂ)i

dirasuade 1t scems to me that such a-=use cvades and justi-
’

<
fies rather than clarifies the lssues, There-ecomes-a
sharp distinction tetween what the artist and the
couzpany are belng persuasive about,

//u,p(fiffﬁ
The key difference 1n-HvLLVLLy b(tween_art 'and

C,"'z L}..l-

,_‘(._h_‘f_‘__. frfe, '
(?;nggising/cannot be disrecerded lightly. It results

) (///é‘u”-f1

in the developacnt of a'Cnun“éd set of standards and

. 7
criteria ty which ve judge the merit of a g/lntlng or




a+’ :
a poem on the one haund, and a peckage ogﬂadvertisement
e A .
on the other temd, If we talk of advertising morality,
/;M-C-LC’:(—;‘

weﬁyake this into account,
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COPYING SERVICES

Insty-Prints, 1456 E, lichigan, lansing

Copyygraph Services, 208 M,A.C,, E, Lansing

Bretts Printing Service, 2435 Rundle, Lansing
Xerographlc Copy Service, 201 E., Grand River, Lansing
Hasselbring Company, The, 809 Center, Lansing

Copy Quick, 2316 E, Michigan, lLansing

Aldinger Direct Mail Advertising, Inc., 533 N, Cllppert
Lanmng

Student Book Store, 421 E, Grand River, E. Lansing
Rapld Printing Service, 2600 E, Kalamazoo, Lansing
1-2-3 Service Corp.; 1316 Jeromé, Lansing

Aladdin Printing Service, 2913 Leon, Lausing

A & E ulti-Service Corp., 3612 I, East St,, Lansing

The Copy Shoppe, 341 E, Grand River, E, Lansing
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PRINTERS

Dunbar Printing Co.

Fercury I'tinting Co.
Jamesbury; Fress

Remeen Printing Shop

Fldelity Printing Co.

B & Il Printing Co.

Top Notcn Advertising Co.
Cordes, L.

Standard Fress

Uniman Pririters

National Printing Co,

Central Jersey Fine Arts

S & S Printing % Luplicatling Service
Home News Publishliang Co,

Blue, I, N,, Printing Co., Inc,
Silvano Press

Art Color Trinting Co.

G A S Printing, Inc.

Magretto Advertising & Printing Co.
Star Letter & Offset Service, Inc,
farxius Press

New Parker rhoto Offset Printing Co.
Dantar Wedding Center

Quality Ruuber Staup Service
Frankllin Pari Fress, Inc,
Thatcher-Anderson Co,

Bolise Printing Co,

Lasky Co.

OK Printing Service
Dradstreet, W=lter R, -

New Brunswiclk Letter Shop

Van Vechten Fress Inc,

Art Press

G & G Printing Co., Inc.

ILa Roe Press, Inc,

Mariano Tress

Spoltesanan rrinting

Falrmall Service, Inc,
Jennings, Kitchen, Grygo, Inc,
Autouated Pusiness T'orms Corp.
Dangell, W, J.

[ilddlesex Fress

Logan & Son

Spalluccl & Son

F=ffic Trintivr Co, ,
Feildinrsfeld rrinting Corp.
Central rrinting Co,

Cerigen, Preston L,, Inc,
Cnilstic Prens

rroaailin I'riating Co,

Cranbuly rreus

Sorivan Priuticg Co., Inc.,
Sropnic Celor Co, ‘
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Salesnen's [ecord = F=9 o, & o6 o o o o
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Auplication for Eaployment - F-20 , ,
Evaluation Form = F=2l, o o o o o o o
Foria Letter Sample = A, & o ¢ ¢ o o o
Credit Letter Sample = I, o o o o o o
Creait Letter Samvle = II , . o o o o
EXM'KPIJI:S o 6 e o e o o o o & 0 o o o o oo
InVOice - F"6 e e o o o o o o o e o o
Ledger Account = F=8. o ¢ o o o ¢ o o
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CUSTOMERS AND POTEKRTIAL CUSTOMERS

A-l Printlng Service........“QQIOO0......0....
1111 Farnam, Muskegon, MI Lo9lL3

Acme PI‘intlng CO.'.Ol....'...O.O'.’...‘...'.‘..
1260 S. 1£th, Mt., Pleasant, I L8858

Ainsworth Printinm Coucnccoolocoo'oaoooooo..ooo
limin Floor, lasonic Temple, Livonia, IiI
48151

Anerican Prlnting CO..cooooooooooooooocoooooooc
1326 Military, Niles, MI 49120

Anderson Frinting Coeeececescocscccoscsossscocscs
1216 Harney, Owosso, MI 48867

Arrov’ Prlnting CO.......0..................'...
2543 N, 16th, Mt, Pleasant, I 48858

Automatic Prlntinﬂ CO...........-..............
1713 Cuming St., Seneca, MI 49280

Barnhart Press'...l..C".......................
2566 Farnam, lackinaw City, HI L9701

mttaglia Prlnttng Co........0..."............
1227 S, 13th, Jackson, MI 49201

Beacon Press."....‘l...'.l.........;..‘...‘0..'

1210 Foward, Niles, MI 49120
Beekel‘ Pl‘essOOOOOOO..0....0.....'.l.'.'....'...
2217 Franxlin Blvd,, lit, Pleasant, MI

43358
Benson, Hugo, Printlng INCecooccccccccvcccscnssne
€571 Maple, Seneca, MI L9280

Blacker Frintinz & Publishing COsecevececcocccce

4808 s, 25th, Owosso, MI 48867
Blair IIOllSe Of Printing........................

1734 S, 13th, Owosso, MI L3867
mnnle Sales co...'...............o‘....'..'.0.

3115 Walnut, Livonia, MI 48151
Bradley Art Prlnting Co......‘........l........

1011 N, 16th, Mackinaw City, MI 49701

Brady-Klopp Printing Co,, INCesecvcococscccccoce

413 S, 12th, Jackson, NI L9201
Buriness Printing Serviceicececscccococcecesces

2L09 TFarnaa, Seneca, MI 49280
Campbell Printing & Lithographing ceeecececscseces

3151 Leavenworth, lMuskegon, MI Log43
Cardinal Printing COseceecocccccecscoosecocncccsnse
3934 N, 2Ltnh, Jackson, MI 49201
Citizen Prlntlng COceesoccovecccccscsacsccsosccces
2308 N St., Seneca, MI 49280
00101‘11—21 press’ Inc.’ T}’le....'.....‘......0.‘..
813 Jones 3t.,, Livonia, MI 48151
Colvin-Iullin Printing CO.ieeeecccvcovsocsccccccs
1214 Howard, Muskegon, MI  49G4L3

Commercial thhoprnphin? COcovonosccsscsscccacsce

1203 Pacific, Kiles, MI 49120
Copycat Duplicating Service..ieeeeccecescscscoce
15 S, 12th St,, Ht, Pleasant, MI ~ L4EB58

L3

Credit Rating®
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ey
Credit rating

Corey..i']OI:enZie CO.........'.......'..'..'..... C 1_21:—
1203 Farnan, Muskegon, NI 49643

Cornhuﬁfer Preﬂg.o........-.....o............. F 3
6038 S. 15th, Ikiles, I 49120

Daily LSC?rd, € esoeoesssvecsscsevresscesoanoane E 3

505 8, 19th 5t,, Mt., Pleasant, I 48858

DQV1S’ DZ’-V1d....'..'..."..............‘..'..‘ D+ 1}
721 N, 58th St,, Maciinaw City, MI 49701

Dependnble Printinz.-000000noo.oo-oocoooocooco E 3
LGOS Dodzge St.,, Owosso, HI £867

Douglas Printin@ Coooooocooocoaoccoooooooooo.o F 3
111 ¥, 18th St., Livonla, MI 48151

mplicating SerViceS..Q.OQCOOOQ'......O....... L u
200 Kew Plaza, Seneca, HI 49280 '

Epsen Lithographing Cooooooooloco'oooooooooooo H 3%
2002 California, Jackson, MI 49201

Gate City PreSS.......................o....... E 2%
416 S, 14th St., Mt, Pleasant, I 48858

}-Iaas Printerso...lo........................... G 3%
518 S, 27th St,, Muskegon, MI Logks .

}{arris ?f‘ Sons................................. F 3

' LL4o2 N, 22nd St., Niles, MI .= 49210

Haskett Printingoo.ooooooooc-.a.ooooooo.aocoao G 3%
616 N, 18th 3t,, Mt. Pleasant, Il L8853

IllduStrial I"abel Corp..............‘..O.“.... K 3:}
715 S, 12th 5t., Livonia, MI 48151

Inland Prcss, Inc..........‘....‘.0........... J ,}
ko012 s, 24th St.,, Muskegon, MI Lgs43

Jones Printing & Lithographing COeeeceecscoccese C 1}
1817 Vinton St,, Owosso, MI 48867

Klopp Printing & Lithogrephing Co.eesececessee F 3
1001 Touglas, ILivoalie, I L3151

1=8=M Printing COueveecessoosososssssnsnsrssass J 33
190% Cuming St,, Jackson, MI %9201

1'qA‘a'ple‘vj'ev’ Press.'..‘..........l..l‘...lll'..,9 G 3%

8104 Maple St., Niles, NI 43120

Medlar Pl‘css, The...........................l. D 2
1437 S, 13th St,, Livonia, NI 43151

Miller Frintins Cooaoo.o-o{cooo.ooo‘ooo..a.ooo C 1%
1314 %Williau St,, Owosso, HI 8867

Miller's Bridal Statloneryeceecesccocscsccoose F 2%
3503 lLeavenworth St., Livonia, MI 48151 :

Pioran Pr’-nting CO......‘............0.-..‘..... K 3%
1514 Cass St,, Huskegon, NI  43G43

NebraSka FUTﬂer Co-nooooooooooco-o.oo-o-coo;lo J 3%
4225 Cuning St., Owosso, MI 485667

Oh-K Printing 4 Duplicating..........a........ G 3%
111 ii. «0th St., nackinaw City, HI 49701

Osborn Printing CO.....C.‘..‘....‘............ E 2‘:’:
1301 Farnan St,, Mt. Pleasant, NI 43858

Paper TrousSeAU,eeeecossccesoocssnes veesec e F 3

2035 Yarney St,.,, Seneca, MI 45280



PaI‘BFO‘T rint1n'{ Incoooouooooooccoooooooooocool
hzfo Florence Blvd,, Livonia, NI L8151

PI‘ieSH’M’l.’I‘ll‘xt@l’s.........-................-...
415 8. 18th St,, Jachson, Kl L3201

Quality Printina c‘f)....couo-oooooouo.ocooooocao
h735 8, 2hth st,, Ouosso, HI 43LA7

Ralph Friuting % Lithogrouhing, Inc...........-
1633 St. Marys Avenue, Livonla, (il L8151

Rapld ?Tinteronooucoo-oc-cn-ooooooo..n'coocoooo
5015 S, Penncylvania, Lansinz, MNI 48916

Record I’l‘il’ltinFZ O
503 S8, 13th 3t., Nile=s, M 53120

Redfisld; COI )(‘Y.,‘rl"ﬂ......‘....CCO...‘...O...
1991 iloward, lLansirngs, oI L2932

Riggerf Priﬂti”ﬁ' COteevecoscasososcsocccncosssccee
1201 Farnan, Joackson, MI 40201

RitCth PI‘CSS, Incuoooqoooooooo-oocoo-000000000
3020 Leavenworth, Niles, MI Lcizo0

Standard Printing Company......................
1008 N, 1hAtn St,, 1u1kegon, MI  L9o9L3

Tilford Printing & Card SNOPececscecscoccnscace
108 S. Mein St,, Lansing, MI 48991

Top AdvprtiSinI; Co..C'...O...‘.....'..Q‘.....‘.
4110 Commercial Ave,, lit. Plezsant ,MIWSZ353

Uarco Cusiness lortlooo.o-co-ocoooo-oo-cooooo o
Lok Hamilton, Owosso, HI L2567

Varsj-ty Presis.‘...0.'...0.0‘.Q....C...........O
1502 Califorunia, Jsckson, [II k9201

‘Iallace }Drinting CO...0...0.....'.0.........‘0.
200 W. Broadway, MNacilnaw City, NI 49701

weStern Printlzl?; CO.....0.I.C.l..l....‘.....‘.‘
215 N. 12th, Itackinaw City, MI  Lg701

l‘lllliﬁlx"xﬂibdin )"”.L ltl. Ooooccoooc.oc.oonoooo
1()1” uFAlCL;O, miles, Ml 149120

wright P-‘in 1nF CD'.....CO....‘0.0.."'.“0..I.
2623 N, 16th, Livonia, MI 48151

Yaffe, No S.,Print.’tna‘ Coooo00'00..0...0.00000..0
2626 Harncy, Kackinaw Cilty, M Lg701

Zen»lt.l O“n-vv Svl\iveuoco-ncc-ococoooooooo'oooo

© 1817 liarney, ruskezon, MI 5593

Zil:ll:leI‘ PI‘.’LutiI’l{-’Z Co..ococoooaaoc.oocuooocoonocco

1220 3. logan, Lansing, MI L8934

\,
4 -

#The lctters reprecent estimsted financial strength of

Credit 19*1ﬂg
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company, in desccuding crder froa As to L,  The nunters,
descen”inq crder {rom Al to 5, represent a oonooqito crecdit

eppreiszl cf the {'irn,
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PRICE LIST - KINBERLEY-CLARKSON

Prices Znged on Corton Packing TPer Cuwt,

Broken 1 L 16
Packing DPackage Carton Cartons Cartons
or 604 or 240 or 960%

Andorra
White Carton 82,00 L8,00 42,00 39,00
Colors, except
Cinnamon Carton 85,00 50,00 L&4,00 41,25

LCinnaamon Carton 90,00 54,00 46,00 43,00
Tex-0-Set

White Carton 76.00 4s,00 39,00 36,00
Colors Carton 79,00 47,00 L31,00 38,00
Victorian

White - Carton 53,00 35,00 31,00 29,00
Colors Carton 56,00 37.00 32,00 ° 30,00
Velopaque Text -

White Carton 56,00 37,00 33,00 30,00
Colors Carton 60,00 Lo,00 35,00 32,00
Zodilac

White Carton 88.00 52,00 46,00 L3,00
Colors Carton 92,00 s4,00 48,00 k5,00
Classic Iaid <

White Carton 76,00 4s, 00 39,00 36,C0
Lignt Colors Carton 78,00 47,00 41,00 37.00

Dark Colors Carton . 82,00 50,00 L&, 00 40,00






PRICE LIST - CASCADE PAPER CONPANY

Prices Paced on Carton Fackine Per Cot,

Description

Mountie Antlique
White

Colors

India

rexen 1

B
Pac¥ing Package  Carton
or 604

Carton 47,00 34,00
Carton 60.00 36,00
Certon 59.00 35.00

Foward Offset Cover

White Wove
White Felt
Lt.Colors Vove
(] " Felt
Dkx,Colors Vove
" " Felt

Carton 53.00 35.00
Carton 56,00 37.00
Carton 55.00 37.00
Carton 58,00 38,00
Carton 57.00 38,00
Carton 60,00 Lo,00

Tuscan Antique Finlsh

White

Regular Colors
K. Blue

Black

Scarlet

Carton 57.00 38.00
Carton 60,00 Lo,00
Carton 65.00 L3,00
Carton 71.00 47,00
Carton 73,00 49,00

L

Cartons

LF?

16
Cartons

or 240# or 960#

29,00
31,00
30,00

31.00
32,00
32.00
33.00
33.00
34.00

33.00
35,00
38,00
L1.00
42,00

27,00
29,00
28,00

29,00
30.00
30.00
31000
31.00
32.00

31,00
32,00
35.00
38.00
40,00



PRICE LIST - YOSLMITE FAFER COMDANY

Prices Praced on Cairton Pockin~ Per Cut,

Cameo Dull
Book & Cover

Cemeo Gloss
Book & Cover

Casco Fnamnel Gloss & Dull

Rook & Ccver

Cumberland Dull
Book & Cover
Cumberland Gloss
Book & Cover

Fontana Suede

Instro Offset Fnamel Dull

Book & Cover

Lustro Orfecet LEnemel Gloss

Book & Cover

Pecking

Carton

Carton

Carton

Carton
Carton

Carton

Carton

Carton

Iustro Offset Enanel

Saxony

~Carton

Overprint Label C-1-3

Offset or
Letterpress

Prentice Gloss
Prentlice Suede

Shorewood Gloss

Trufect Enaumel
Letterpress

Woodbine Duplex
Enamel .

Carton
Carton
Carton
Carton

Carton

Carton

Broken
Fackage

70,00

57.00

63.00
62,00
54,00

65.00
64.00
70.00

61,00

65.00
65.00

57.00

56,00

70.00

1

Carton
or 60#

L7,00
L6,00
38,00

42 .00
42,00
36.00

L"Bo OO
42,00
’46.00

41,00
43,00
43,00
38,00
37,00

17,00

in
Cartons
or 2LO#

41,00

40,00

33.00

37.00
36,00
31.00

38,00

37.00
40.00

35.00

37.00
37.00

33.00

32,00

51,00

LF8

16
Cartons

or 960#
38.00
38.00
31.00

34,00

33.00
29,00

35.00
35.00
38.00

33.00
35.00
35.00
31.00

30,00

373,00
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LIST OF SALESIEN

Rice, George A,, 1414 Perry St., Muskegon, MI Loghs

Post, Alfred N,, 7289 Sherwood Lane, Seneca, MI 49280
Thonas, William W., 4920 Beaver St,, lit, Pleasant, NI 48858
Johan, Mary N., 5139 ILinceln Blvd., Hackinaw Clty,‘MI 49701
Grossman, Sherman A,, 2184 N, 17th St,, Owosso, MI 48867
Friedmann, Jonas R., 312 N, Tipton St., Livonia, MI 48151

. Ordman, Gordon F,, 3234 Hart St,, Jackson, MI 49201

Parker, Ted R., 6379 North St., Niles, MI 49120
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Louariug Crpany Telterhesd - F-1

This fora 1s used for sll company correspondence to oubside

conpanies, Carbon coples con be made on a plain sheeb of paper,

Telephone iossaze = =2

This fora 18 used for recording message to be transmitted

to someone 1n the office,

Conpany Purchase Crder - F=3

This form 1s used for ordering puper stock for inventory,
Two coples should always be typed, The first copy goes to the
compeny from which the materinal is ordered; the second copy 1is

held until shipment is recelved,

" Blsnk Purchrre Ordor - Fal

This form is used to represent purchase orders which have
coue from customers. The custcmer's ccmpany name must be

inserted in the heading.

Credlt Memorendun - F-5

This form 18 used for iscsuing crcdit for merchandlse
returned, Two copies should be typed. The first copy goes to
our bookkeeping department and is credited to the customert's

account and filed; the second copy gocs to the customer,

Conpany lnvoice = F~06

This form is usecd for filling orders recelved by our

company. These should te rumbered consccutively by the typist

go that thore 1s ascurance that all orders have been handled,



ILF11

Two coples ghould be mnde of euach invoice., First copy.goes
to the customer; second copy is filed numerically., These

should be ccmnletad on the dav the order is received from the

customeg.

Reglster of Invoices = F=7

This form 1s used to 1list all invoices, It 1s a summary
account and a double check to see that all involces are handled,
Only the initials of the salesman are necessary int the

salesman's colunn,

Ledger Account - F-8 (sece sample p, LF17),

This form is used for all customer accounts. The oredit
rating of the customer should be entered at the time the card 1is

made out with customer's nane,

Salesmen's Record - F=9

This form is ﬁsed to keep a running account of each sales-
man's completed sales, The first four-columns are fllled in
when the 1lnvoice is sent out; The commission is extended when
paynent is recelved from the company. Commission is 20 percent
of the amount of the seole,

Keeping this record could be carried over a day if necessary,

Cashier's log - F-10

This 1s a dally reglister of checks recelved in the offilce,
It is madc out when the clieck 1s recelved, insuring that no

checks are misplaced in the flow cf work.
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Company ChecXk - F-11

This fornm 1s used for all payments made by this office,

Plank Checl F-12 (sce sample p. LF17)

This fornm 1s used to represent all checks froa other
companles, The company name must be filled in as though it
were printed somewhere on the check so that the check can be

easlly ldentifled,

Deposit Slip - F-13

This form 1s used for all bank deposits, It should be
made out in duplicate., One copy goes to the bank; the second

copy 1s kept for our records,

Stock Sheet - F-14 (sce sszmple p, LF18)

This i1s used to keep a running inventory of stock on
hand and also an accounting of stock sold and shipped direct,
From the flpures on these stock shécts, en accounting can ve
made of the types of paper stock which is selling the most.,

A separate stock sheet 1s used for each type of paper in
stock., Shipments of more than 1200 pounds are shipped direct
from the mill but these shipments are. shown on the stock
sheets so that there 1s an indication of sales volume of

each type of paper, If the office contirues for a long
period, longzer than this model office design, stock could

be rcordered on some basis estsblished from previcus voluue
of each type of paper. In the work 1ln this model office, the

office manager reorders irnventory.
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Inter-Cffice MNenorandun - F-15

This form is used for transmitting information through-
out the office., MNost of the messzges will result in a task

to be performed,

Time Card - F=16 (see sample p, LF19)
| This is used for all office employees, The hourly
rate 1s:
Clerk 51.75
Rookkeeper 2,00
Secretary 2,50
Regular hours are 8:30-5:00 with a half hour for lunch,
In the classroom it is presuned that a two-hour block would
be a day of worXx and will count as a calendar day. Over- -
timne is not anticipated but if it ariscs, payrment is at
1} times the reguler rate of pay,
Each exnployee should fill in his own time card and get
it to the clerk on Fridays.

Payroll - F-17 (see sample p. LF19)

This form is made out when time cards are turned in on
Friday. It should be conpleted so thzt checks can go out
on Tuesday. Fayroll checks are made out for signature of
the treasurer,

Deductions ere 6 percent of earnings unless otherwise
specified,

Hourly rates ere: clerk, %1.75; booXkeeper, 52.00;
secretary, %2.50, Overtime is figured ét 1% times thre

resgular rate of pay. Use a csepnarate line to list overtime,
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Calendar Pace - F-18

Thles form could be duplicated and filled in to use as
an appolintizent calendar if no conmercially printed calendars

are svallable of sufficlent size,

Price Chsprve Memorsndita - F-19

This form can be used to inform caployees of price
changes, Since it would be fairly quick to type entifely,
the method of 1ts use would depend on the number of changes
which go through the office, With only a few price chaﬁges,
the entire memorandum including the price changes themselves
could be typed when a change is made, If a great number of
changes were to be made, having a pre-printed form on paper -
wnich could be used, for duplicating, misht save tine, Tﬁis

office has few price changes,

Application for Emvloyment - F-20

This blank could be used as part of the procedure in

placenent in the model office,

Evaluation "orm = F=21

This evaluation tool can be used in the nanner selccted
by the office manager, It can be used.for self-cvaluation

or for evaluation of the wor% of other employees,

Form Letter Somnle - A

Thiz 1s sent to custonecrs when thelr order is not

filled directly from our stock,
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Credlt Letter Snmple - I

This 1s a credit letter sent when a customer'!s account

1s 30 days past due,

Credit Lettor Sample - II

This is a credit letter sent when a customer's account

i1s 60 days past due,
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INVOICE

UA P l U S PAPER COMEANY

LF16

EXAURIE  F-6

Total

301 %Webb St Iensing, lfichigan
r | r -
Citizen Printina Coupony SppED
sSoLy 2303 N SL rect "TO Same
To Sencca, M1 59220
L Salermsnt  Post N L
" TOATE CusTodEks 0. | DATE SHIPPED VA i ’
el L 5/11 |_Truck NS Sithida
| , | JoTav T Lounr MOUNT
QUANTITY |- ﬁr}.s‘ AND ww;m l DESELRIPTION ] wAT 1o NT LN l PRICE ! Ar
100 1bj 17 x 22 20# White Tex-0-Set| 100 | 1 |45.00 bs]‘oo
60 lb! 17 x 22 20% Cool BRlue '
Tex-0-3ct 60 .6 179.00 | _47.40

92,40
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SANTIE  F=8

D

LEDGER £CCOUNT

Name Douvslus Printiuz Comorny
Creodit
Ratins F

- DEBIT | CREDIT
Date ° Pe°cript*on fonount f Date Descrlption Anount
——— = — et CE— o vpmp— - rEE T e e e ) m—— e e T = -
i 5//7'4’ .\nL{iC( 0”30 RAE700
— SN I S S b - —
| . -
—e SRS R | SR S

S —— v EXNPLE —F=12
LN' /L 1. L J ) 8
NO. 7 4.
721 1. 53th LbLreet 0.7 i ‘77'6
Mackinaw City, ul 49701
R . . U _ ilay 8 1972

diG;

Pav 1071 . o T . . (4
orber o Lguarlus Taper Connany S /.'Q ° _QOM__

DD AR [~ 3%¢ 1 0 [ . L L L L L L L T T T
_Pifty and 0no/100w~w= NDOLLARS

NI T o,
For Invcice 32 /—7 <z &

o “‘ ’ //Vi \ L/KZ{/"*":’
HOTOIHQC08E Jed 3 DRa Be T T

APC ot eesmie s



STOCK SHIET

lame Andorra Wt. per ctn, 120

Color |Mhlte Type 4111 Kimberley-Clarkson

Re-order__ ctns, when stock 1s at ctus,

Full lbrin,| DiTect Ship [ On Hemd |
Dote Involce or P.0. [ctns./Ctns,|FulliFartial FulliPartiel;
)i A # o L # # !
R ST T iyt il e R IR SN Shigobaa
On hand S 900 60 _
15
S S — S . S x
; i
i i .
- ]
| — A
e —
f l . i
——— — - _.:. ......... - :‘ . g = ——
| S '
| .
| L
RS | SR SN S
| o T
— _..4}___ —_— - ———— - P _.,._-?‘._...u... . ‘;!_..._ ? - - : —————
| I I
i I ‘ !
I | |
—_—— g VT L 1
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TIMNE CARD SAMPLE F=16

Office Employeets .7 /7ﬂ .
Naine HQZ:% Al :

PR
Week Luding 7/ 7 4
TR T e T T Sl Sy U S S SRR R e o

Date Tinz Hours Over- | Hours Hourly ~ Gross
o~ | From To tiue x 4 Rate Earnings

N

‘7‘/6. 7Ci20 /2y
_i/‘/ SO T /e .
7| /€m0 /200y

L J2ie oy ||
4/7 7020 t12./0]  7- ¢ 2. o0

qdov | 4,00

)
>
N

/€. *o

/é. 00
/6. 00O

/6. &

P
’}
o

AIEIISE

S
Q

o v e b e

Total / v “So 1. 0=0

— e e e e e ———— e LT eSS

TAYROLL SAIIPLE F=17
Wee rndlnrr ,

| Hourly Gro"° Deduvc=| .- Net
Name .. | Jours | _Rate | Tarningzs | tlons | Earnings. ...

- e -—( [/c“ perniriag, 4 2.0 §C, o 45| 7a2c¢

4..-_,__..._-.__/ =

———— et e — = — — - ————
e — —— —

T T T LT T L L LT T S L T e - L LTI T P e ————————







To:

TELEPEOIS MESSAGHE

Fron

Messages

Date:
Time:

Taken By:
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Purchase Order
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Purchase Order
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ABUARIUS
PAPER CCIDAVY

301 VWebb Strect
Lansing, MI L4917

Credit the account cf

———— e s e My e e eee . ——-

CREDIT MENORANDUI

No.

19

4

dollars

For

AQUARIUS PAPER COI{PANY

Treasurer




F6

Invoice

ueyy 4

“IND ¥O Q31NY °G3INI¥d ONIIE ¥ILIV ¥3dVd Y04 3GYW JINYMOIY ON
AINO 4$3NO3I¥ NOJN QILLINENS INIWILVIS ATHINOW—2ISIOANI SIHL WO¥4 AVd 3SY31d

*1/61 'GT 4590100 paep £2o11
*ON I3pI0 2ANNJIXJ Japun pazuoyine 3souy
bySiy ou ae pajq 40 pajonb saoud ayL
S5010AU| pue suoneond

-gnN3% 38 A
5 ATHLNCH ON
4

IN3WZLY
s iU Avd 3sV3ald

JDI0ANT SiH]
syanoLsnd ¥n0 Ol

wy oln 1 £y 1

o S b »esd - s

. IR
e

INNOWY

D144 1KO1IM
1IN AiNn V101

NOILdI¥ds2a

IHOIIM OGNV 3218

AULINYAD

WITWNN °"ANI

YIA

Q3ddIHS 31va

L

*ioqeq
S2%91S pelun ‘gt ‘*2
e 19 9211w 150 driniaxy o
1CISIAGIC 12 g im £9:j1L03 ¢ 1a Pdlan g
LI e U a0 xos ‘ool :E.ou
‘ ) £1€73s 100y yim Powig):ad oq Him
,1. M Juswheriwy pue £a241004d Jupiy
83407403 ALINRINOGH0 TWND3

NV S1 00 §3dvd 4525

SALYFIOV

10 Juswi.edag

eAWa s
fQWrineg

o¢ o

FILVIITHL 200 JSVE-ONVAIN IIIOAHD
SiY3 ONIMOROIRINO L3O 10— %z "SWYIL

e
4

L§ 30CO vieY

»\ » o, £
S, WU P_.I i

3925y 3INOrdIEL

g-d

249

oL
Q3J4IHS

- L

4
[
[N B

per

3.\7.

e

o
L

‘O ‘¢ SYIWOLSND 3ivae




TER OF INVOICES
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LEDGER ACCOUNT

Yebit

T ) o
t

i

!

i

|

'I

e . -_._.-I.
e

Description i Anownt

e e ——— e e e =

Cr

F-8

edit

Description

lAm

cim e~}

ount ?

+

)
i
]
i
e

SR SO
|
f
i -
!
!
R |
| ;
i
R _ N




——— B
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CASHIER'S LOG
(aily Reglster of Checks Recelved)
Date
Dated Fiom LExplanstion Amount !
e e — SIS U —
l' . o . B . e -«ﬁ
|
|
. e e - ————— e ————— e s - - —— —_—— P-
] e e e — -
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BE SURE EACH ITEM IS ENDORSED

- ————

CHECKS uis? siNGLY

someed DEPOSIT TICKET k==

NAME

DATE

19

This deposit

.0

aden
B4, 4

PELw

s

is accented subjeet to wenifiaticn
and to the rules and regulstions of this Bank.

DEPOSITED IN

T

G
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—
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e e

L('an‘z'qu

i r'-:):

T gy —— N Ny ™ -—-—-a

R S

3

;9 MICHIGAN

.

I

.

DE—

CURRENCY

_bouLsRs

CENTS

COIN

fchtcks
'

2

3

i

TOTAL FRON OTHER SIDE

TOTAL

LICT CHECKS SINGLY * ENDORSE EACH ITEM

IF MORE THAN 4
CHFCKS, LIST ON
REVERSE SIDE. EN-

<€ TER TOTAL KHERE,

FOR BANK'S USE ONLY

No. ITEMS

PC POT-REV.4

DOLLARS |CENTS

~ d)‘ (2]
[

TOTAL

ENTER TOTAL ON THE FRONT OF TH!S TICKET

(<]




Nem Wt. per ctn, 120

INRERVIS 3
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Date:
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PRICE CHAIGE NED

Tos:s All Szlesmen
From: Office Manageér
SubjJect: Price Cnange

Please nake the

Broken
Packare

Description Psckinz

F<19

ORANDUN

Date:

Tollowlng changes on your price schedules:s

1 L 16
Corton Crrtons Cartons




AQUATIIUS PAYLY CONPANY o ¥=20
AFPPLICATION FOR EIFLOYMLI

r

Ar.
Ill‘t).
Iiliss . - } SOC. Sec. o,
Last IFirsi miualae
Address Phone
Type of work desired Goal 3 years

. from nowu
Checit vwor< in which you have had cxperlence:

Boo“kooning Typing
Stocliroon Inveolicing
Sellinz, Direct Poyroll
Selling, Telephone Shorthand
Cther

Check machines you know how to use:

Mimeograph Typcurlter

Spirit Duplicator Calculator

Adding Machinc Dictaphone

Other
EDUCATION

Gramirar school Attended Dzte
Busincass Courses Taken Dote
(If you need Date
moxre c<pace, use Date
other side,) Lzte
Date

Eow many days have you mlissed due to illness in the past year?___
Have you any chronic allment or defects iIn sight, hearing,

limbs, ctc,? IT yes, explsin, L

Height Welgit Clingle Livoreaa

Sex ilarried wldowed .
EXPERTENCHE

Enployeris name Position held

Address__ Date employed

Resason 1coi leavig Date left

Salervy

lunploycy s neue : FPocition held

Address Cate euwployed

Recason {or leaviiig Date left
Salary

PCASCONAL REFEREICL3 (Give three other than relatives):

Fame Ad‘ress

Meac Adcress

Neone Mcress .

s -—o-. - ——— s

. —— e =

e pusry PYrep=iiy ——— v Pty - o

I undcerstand and I hereby afilra the truth ol the sbove
statenents.

Y
Lignature



LVA

Itcen or Task

LUATION TOCL

Evealuated
Executced by Poecition
Evaluator Position

Accuracy, Neatness, Cooperation, Initiative, Resady
Convlcteness Lezibllity Courtesy (Decision-~ When

| n , raking) Needed

CODE:. : l—-———

X = dces not apply

L = avove average, exceptional

3 = good, acceptable for a high quallty cifice

2 = falr, usable in an emergency

1 = poor, not acceptable for an average offlice, lacks some

part

indicatces negative cr very careless

cffort

If handled by more than one person, complebte this step:
J b ’ I b

Iten or Task
“valuated

Executed by

Position

Evaluator

Positlion

L

[r——

.

L

]

If handled by another person, ccuplete this steps

Itew or Task
Evalaatcd

Executed by

Position

Evaluator

Position

|

]

]

|



TForm Letter A

Gentlemen:
Thenk you for your order of (date) .
(The naterial) (Pert ¢f the naterial) which you

ordered 15 bLeing shivped to you direct from the
mill, It should reach you within two weeks,

(The remainder of your order 1s beilng shipped
from our werehouse, and you should receive 1t
in a few days.) Ve are sure you will be pleased

with this fine quality paper.

Very truly yours,

Offlce lianager



Sample Credit Letter I

Gentlemen:

Our records show that there 1g a2 talance of

8 ( ) on your account for paper shipped to
you on (date) , our inveice number ( ).
All accounts are due within 30 days from date

of shipuent,

This encunt nay have been overloolked, but it is
now ccnsidexrably overdue and we would appreciate
your cneclking yocur records and sending a check
to clear the amount within the next few days,

Very truly yours,

Office Manager

Sample Credit Letter II

Gentlenen:

This letter draws attention to the overdue
amount on your account of 3 . This is
now outstanding over 60 days,

We would appreciste a prompt payment of this
account in response to this letter so that this
anount does not affect your credit stsnding with
our company., We shall expect your check within

a few days.

Very truly yours,

Off'ice lManager



recelve, tale
typevrite
deliver, give
write

file

ovtein
send
reccrd
sort
inccrt
determine
puvll
iInfor
attzch
call
couznute
ansvueY

locste

APPIIDIX B

RCDELS ACTIOH VEREDS

request
renew
return
proofread

direct, take;
teach

correct
scanp
nall

scan, rcad,
review

arrange, plan,
flowchart -

run, type
complete
couplle
operate, start
collect

refer

hold

verily

trunsfer, distribute

connect

compare
punch
open
note

take dicta-
tion

package
issue

total
trauscrive
greet

add

destroy

run throecugh
discuss

code

clean

close

refuse
eposit
welg
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With the selection of Ardor Bond for big volume runs, you get attractive appearance, high
A R D o R opacity, and smooth press performance — all at a low-budget price. Ardor Bond feeds fast
through the presses, holds register well, and make-ready is easy. Ardor Bond is highly
@ M @ recommended for all commercial presses as well as offset duplicating equipment. Available
in white, buff, green, green tint, canary, blue, pink, and goldenrod.

STOCK ITEMS
| Sizes ) ] ~ White In Blue % Buftf — Canary : Goldenrod . Green . Green Tint . Pink
Sub. 17x22/500 1316 20 24 16 20 (16 20 13 16 20 16 20 13 16 20 16 20 13 16 20
8px11° M Wt 650 8 10 8 10 8 650 8 10 8 8 10 8 10 8 10
2x 1" Sheets:/Ctn. _ |5000 sooo 5000 sooo 5000 5000 5000 sooo 5000 5000,5000,5000 sooo 5000 5000 5000 5000 5000 5000
M Wt
| ®&xIIDSH - geetscn. | 5000 5000 T ; R T R :
81, x 13 M wt "9.44 '11.80° ;
L 2 ., Sheets;Ctn. | 50005000 . ! X P ! . N ! . Y . . .
[ v, x 14 M Wt 1018'12.72 10.1812.72 12.72 10.18'12.72'10.18'12.72 10.18'12.72 12.72 10.18'12.72
8~ ~_ Sheets/Ctn. 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000
11x17 M wit. 16 20 ‘ ‘ . ‘ i [
L x 17  Sheets/Ctn. 2500 2500 | ) L ) ! . o D ]
11x17 M wt. 16 20 16 20 16 20 16 20 20 16 20 16 16 20
1 . Sheets/Ctn.. 2500 2500 2500 2500 2500 2500 2500 2500 2500 /2500 2500 2500 ?500 2500
17 %22 M Wt 26 32 40 48 32 40 32 40 26 32 40 32 40 26 32 40 32 26 40
. " . Sheets/Ctn. __|5000 4000 3000 3000 4000 3000 4000 3000 5000 4000 3000 4000 3000 50004000 3000 4000 3000 5000 4000 13000 |
17 x 28 M Wt 33 41 51 61 41 51 41 51 33 41 51 41 51 33 41 51 4l 51
17 Sheets/Ctn. 4000, 3000 3000 2000 3000 3000 30003000 4000 3000 3000 3000 3000 40003000 3000 3000 3000 4000 3000 3000
17V5 x 22V MWt | 34 42 34 34 42
17> x 2214 Sheets/Ctn. }4000 3000 4000, i | aooovaoofo,, | | 4000 : | | . 4000 3000
19 % 24 [ M owe 49 's9 39 ‘a9 ‘a9 32 49 739 49 32 "39 49 39 32 39 a9
13 . Sheets;Ctn. aooo 3000 3000 7ooo 3000 3000 3000 3000 aooo 3000 3000 ,3000 '3000 4000, 3000 3000 3000' 14000, 3000 3000
22 %34 M owe 52 'es 80 64 80 64 80 80 61 80 52 64 80 63 80 52 .64 80
B 34 ! Shects,Ctn. 2500 20001500 1500 2000 1500, 2000 , 1500 gsoo.zooovlsoo 12000 ,1500 . 2500, 2000 1500 . 2000, 1500 2500, 2000 1500
22x34 M wt. 64 80 ‘ i )
| Eat l Sheets;Ctn. 2000 1500 | . 1. . . [ L. L . o
, M Wt 49 el . | i
o 22%x25 | gheets/Ctn. | 25002000 R . _J . o '
M owt 67 84 . i |
_22%x35 1 sheets/Ctn. B000 1500 L b P - L
24 %38 | M Wt 64 78 98 | 78 98 ‘78 ‘98 64 178 98 78 98 64 78 98 | 98 64 78 98
24 | SheetsiCtn.  |2000, 15001500 . .1500.1500,, 1500 . 1500 .2000, 1500 . 1500 .1500 .1500 20001500 .1500; 1500 2000, 1500 1500
28x 340 [Mowe 66 82 102 122 82 102 82 102 66 .82 102 82 102 66 82 102 '82 102 66 82 102
8 B | Sheets/Ctn. 2000, 1500, 1500_1000 1500, 1500 1500, 1500 2000, 1500, 1500 15001500, 2000, 1500 1500,1500, 1500, 2000, 1500 1500
28x34 M Wt 82 0 192 ’ | v
4 Sheets /Ctn. | 1500 1500 ! ; . | ! i i : : '

SEF INSIDE DACK COVER FOR COLOR SUGGES-
TIONS ON HARMONIZING AND CONTRASTING INKS
"16X WHITE AND CANARY COLLATED

NEKOOSA EDWARDS PAPER COMPANY, INC., PORT EDWARDS, WISCONSIN
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PAPER COLORS

HARMONIZING INK COLORS

CONTRASTING INK COLORS

Buff

Topaz, Chrome Orange, Rose

Mineral Blue, Venetian Red, Brown

Green Tint Grass Green, Cobalt Blue, Forest Green Yellow Ochre, Topaz, Bronze Blue

- Canary Valencia Yeliow, Shrimp, Raw Sienna Cardinal, Chelsia Blue, Moss Green
Blue Cobalt Blue, Burnt Sienna, Cerulean Blue Prussian Blue, Carmine, Maroon
Pink Magenta, Rose Carthame, Rubitone Venetian Red, Turquoise, Burnt Umber
Green Dark Chrome Yellow, Grass Green, Brown Lake | Forest Green, Deep Crimson, Mineral Blue
Goldenrod Yellow Ochre, Shrimp, Valencia Yellow Carmine, Milori Green, Coffee Umber
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TRIQUET
paper company

201 NORTH HOSMER STREET, LANSING,
MICHIGAN 48912 PHONE (617) 489-6525

LIBRARIES ¥ : aﬁ’.Al
STATE UNIVERSITY
EAST LANSING, MICH. 43824-1048

INUSA.
LITHOGRAPHED ON IVORY NEKOOSA ARTONE COVER, BASIS 65 PRINTED IN_ a2y




MICHIGAN STATE UNIV

(T

30

Jiii"

FULL CARTONS ONLY

12 HOUR DELIVERY

TRIQUET

c mf



Linweave Communique is the heavyweight business
paper with unequaled strength and styling. Its
durable good looks enabled it to triumph over all
other contenders for the title, and Communique’
will reign as the undisputed champion of the
business world.

A really sturdy paper and not merely lightweight
stock, Communique is tough enough to withstand
the most furious erasures, discreet enough never
to reveal a correction. Its ideal weight and attract-
ive, but unobtrusive, wove finish make it perfectly
receptive to pen and ink, typewriter, or printing
press. A distinctive, localized watermark suggests
the care with which Communique’is crafted.

Use this economically priced paper for letter-
heads, statements, invoices, and memo
pads. Combine any of its four masculine
colors with matching Linweave text and cover
papers for a truly versatile, totally unified com-
munications program.

ENVELOPE INFORMATION UNDER SWATCH
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LINWEAVE COMMUNIQUE |

LOCALIZED WATERMARK

W ‘k
gi— tll— w =

85| w |Z| 3% |H.B|E|alulzl

2z 3 6| == |43 || £|8|8|8|=

28 | *7% x10% | L | 11.4 [ 5000 || X | X | x| x| x \'
28| 8% x11 L 14 [ 5000 | X [X|X]|X]|X

28|17 x22 L 56 (2000 (| XX |[X]|X]|X .
28122 x34 S | 112 | 1000 || X | X[ X | X|X |

*THIS SIZE NOT LOCALIZED
X DENOTES STOCKED ITEMS

PACKING

CUT AND WRAPPED ITEMS—Trimmed—Sealed 500
Sheet Packages—Cartons:

FLAT SIZES—17 x 22—Sealed 500 Sheet Packages—
Cartons.

22 x 34—Sealed 250 Sheet Packages— Cartons.

LINWEAVE COMMUNIQUE IS DISTRIBUTED BY: ‘

‘ LBRARES
MIGHIGAN STATE UNIVE
y & EAST LANSING, MICH. 48824-1048

BHOWN GOMPANY 10 Eagle-A Avenue, Holyoke, Massachusetts 01040

Lithographed, Gold Stamped and Embossed on Mardi Gras, Green, cover weight, sub. 80

. PRINTED IN U.S.A.—1971




