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J TELLE T AL J VE TORY 

Till. ("{,\u .... c or Til F: S[ YO u. ,a i. a time: when bu.inn. 
l.1k(l '"Hnl ry of IU UKII and ulually lind. it necessary 
10 diminate: the Ofn Ind outmoded Ind 10 replenish with 
the nc"". 

110.' much more important it i. to apply this pncticc 
10 our intcllutual inHntory. The brain cannOt function 
con'tructi"dy if It i. overburdened with outworn or out· 
modc:d iunl and ""uh thinking procusu that Irc obsolete. 

The Cnited :\'ltIOO' usht'rcJ into our world a new 
plan (or cooperation betwcen 111 nations and .11 pt'oplcs. 
ThiS plan call. (or improved thinking and (or broader and 
longer. range vision. Thuc things. in turn, call (or taking 
Im'cnlory of our mental aSiets and (or clearing our brain 
cell. of all ubwlctc and unconstructi\·c ideas to make room 
(or morc nC'w and progressive thoughts. 

It i. our duty to oursdvCl, to our nation, and to the 
. 'o rld to keep our brains "",dl equipped with the finest of 
ideas and ideal. and at" ay. be ready to participate in and 
contribute to constructive plans (or the future. 

In no other way I. It possible for us to give our best 
coopera.tion to the Uni ted Nations in Cltablishing world 
peace. 
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II je)D 1.\.0 
U ~ /SIlU DEPARTMENT OF EDUCATION 

EDUCATIO AL OPPORTU ITIES 

THE DEPARTMEST OF EDUCATION of the International Busincss 
Machinu Corporat ion embracu a world-wide educational pro
gram. The headquarters (or these: educational activities is located 
in the IB~I Education Building in Endicott, ~cw York. 

The activities of the Department of Education :Ire grouped 
into five major divisions: 

The DitJis;on 0/ Gentral and Jlocotiono/ Education 

Five major types of programs, each designed to provide 
educational opportunities to employees of our plant. arc: offered 
in this division. 

(I) GENERAL EDUCATION. The inauguration of the 
IBM General Education Program (ourteen years ago fulfilled 
one of Mr. 'Vauen', \·jsions of long standing, that of creating 
(or everyone in the organization the opportunity to study and 
grow with the business. Subjetts range from elementary shop 
courses to advanced developments in new engineering fields and 
cover the general education fields of the liberal arts. This pro
gram is oHered to employees in all IBM plants in the United 
States and Canada and at \Vorld Hudquarters in New York. 

The general education offered by the IBM School anempts 
to supplement vocational education by enriching the life of the 
student with cultural interests, by widening his scope of knowl
edge and thus helping him to meet the enforced changes in 
vocational and social experiences which arc a part of an ever
ch::mging society. 

, 



IDUCATIONAL OPPORTUNITIES 9 

The IB~I School has received wide recognition in the world 
of industry and education not only for the broad educational 
opportunities which are offered to the individual, but also for its 
contribution to training programs in industries and schools. In 
response to the great demand for the IBM School text material 
(rom industries and various branches of the Army and Navy 
as well as technical and vocational schools throughout the coun
try, arrangements have been completed to publish a series of 
I BM textbooks. 

(2) EXTENSION EDUCATION. It is the purpose o( the 
extension education program to provide educational opportuni
ties for I BM employees who, whether they be in the field or 
plants, are unable to attend regular classes in the Endicott IBM 
School. 

Because o( the importance of electronics in present~ay 
industry and the many requests (rom field employees, a course 
in Electronics was first made available. Other courses are now 
in preparation and will be added to the program. 

(3) JOB TRAINING.-AII employees are provided ade
quate on-the-job instruction to perform the work assigned to 
them. The department manager who is responsible for the job 
instruction given his people is assisted in this work by the 
Department o( Education th rough job instruction train ing and 
materials. 

(4) ApPRENTICE TRAINING. A three-year apprentice 
toolmaking course is conducted for carefully selected young men 
between the ages of 17 and 20 who have an aptitude for mechani
cal work and who have passed either a vocational or technical 
high school course. Besides the work of toolmaker, graduate 
apprentices are today filling important positions throughout 
Our engineering and manufacturing organization. 
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(5) SUPERVISORY TRAINING. Periodic schools arc: con-
dueted (or all department managers in which the functions of 
their various departments and of the: entire manufacturing organ
ization arc: discussed. From the materials prcsented and diKUsscd 
in these sessions is developed the: Rcfc:rc:ncc: Manual for Man. 
agers. Those in the supervisory capacity Irc also given short
tum training courses in job methods and human relations. 

The DiviJion of Bus;n~SI Education 
Educational activities arc directed into two distinct channels 

-training IBM Sales and Systems Service representatives, and 
training representatives of IBM customers. Both emphasize the 
applica.tion of IBM Electric Punched Card Accounting Machines 
to business and government management and administration. 

< I) SCHOOL Foa IBM REPRESENTATIVES. Sales and 
Systems Service courses cover intensive training on the techniques 
of selling IBM products, the application of IBM Accounting 
Machines to the accounting and management functions of busi
ness and government, and effective operation of branch office 
territories. 

The selection of men and women for these counes is based 
upon adequate educational or business experience which will 
enable them to master instruction covering IBM Accounting 
Applications, and upon their personality and ability to work 
with people and to represent effectively the International Busi
ness Machines Corporation. 

(2) CUSTOMER ADMINISTRATIVE ScHOOL. The dasses 
are of four types: 

<a) IBM Accounting for Executiv~csigned to in
crease Our customers' executives' knowledge of IBM Accounting. 
One week. 
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" 
Cb) Supervision-this type of class covers all matten 

pertaining to the supervision and management of an IBM 
Accounting Machine installation. Two weeks. 

(c) Manufacturing Control---during this class the ap
plication of IBM Accounting Machines to manufacturing control 
functions is covered. One week. 

Cd) Special-as required, special classes are scheduled 
for groups from the same industry and from similar government 
functions. Length of these classes is determined by need. 

In addition, all JBM sales offices provide instructional faciti. 
ties for the training of key punch and machine operators. Thou. 
sands of IBM customer operators are trained each year. 

The Di'ViJJ'on 0/ Enginuring Education 

(1) CUSTOMER ENGINEERING TRAINING. In this divi • 
• ion, IBM Customer Engineers, during an intensive 16 weeks' 
course, are trained for the exacting requirements of servicing 
IBM equipment leased or sold to IBM customers. The selection 
of the men for this course is based on an adequate technical 
knowledge and the ability to represent IBM properly in aU parts 
of the world and under all conditions. 

(2) DEVELOPMENT ENGINEER TRAIN1NG. Graduates of 
engineering colleges employed for engineering positions in IBM 
laboratories and plants are given an intensive one·year training 
course. This course covers three phases of IBM's activities
Engineering, Manufacturing, and Distribution and is designed 
to accelerate the young engineer's development within the 
company. 
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Th~ Division 0/ Iflor/d Trad~ Education 

Offerings in this division vary in type among the different 
nations. Schools arc located in IBM offices where classes are 
offered in business, engineering and IBM Accounting Machine 
operation. In several countries the courses arc a part of the 
university curriculum. 

Tht l.(lalson Scitntipc Computing Laboratory 

The Laboratory, located at Columbia University, conducts 
research and instruction in applied mathematiC'S and numeric 
calculation. It serves as an exchange center for mathematical and 
machine methods and mathematical table •• 

, , , 

T/,is buIlt,i" dtscribtJ i" dtlQi/ 0"/, ' he Ge"erQ/ Ea,m"ioN 
progrQm Qnd inquiries lor i,,/ormQlion rtgQrdiNg the olher ann. 
s;ons mQ)' be Qddressea 10 Ihe DivisioN H edd CONtentea. 



ENDICOTT IBM SCHOOL 

GENERAL EDUCATION PROGRAM 

CALENDAR 

1947-1948 

FALL TERM, 1947 

ENROLLMENT-August 25 through September 5 

TERM OPENS-W uk 0/ September J 5 

REcESs-Thanksgiving Doy 

TERM CwsES-ll'ed of December 15 

SPRING TERM, 1948 

ENROLLMENT-January 5-16 

TERM OPENS-II" tell of January 26 

TERM CLOSES-II" uk of If pril26 



G ENE RAL U N FORM ATIO N 

WHO MAY ENROLL 

The General Education program is an educational opportunity 
made available to all IBM employees at the E ndicott plant. 

HOW TO ENROLL 

Enrollment is strictly voluntary. After the employee has carduUr 
studied this bulletin and selected the subject he desires to study, 
he should fiJI out an enrollment card. A separate card (or each 
subject is necessary. One of these cards is included in this bulletin; 
additional cards may be obtained from the department clerk or 
in the School office, Room 102. 

COUNSELINC SERVICE 

Employees desiring personal counsd and guidance in the selection 
of subjects or the: planning of a "Iong.terml! educational program 
arc invited to call at the office of Mr. Raymond Jarvis. chief 
instructor, Room 102 of the School, during lunch hour or afte r 
work . I f a definite appointment is desired, this will be arranged 
at the convenience of the employee. A survey of his previous edu· 
cational experience will be made and tests given to determine 
prerequisite qualifications whe re desirable. Usc of this guidance 
program is entirely voluntary and is offered to further the service 
of the Department of Education to employees. 

SCHEDULE. 

NormaiJy, one enrolls for only one subject; if. however, a student 
is willing to devote the time in home study and attendance at 
classes, it is permissible for him to apply for two. However, each 
student is limited to but two c/tUUS (J wed, whethe r these classes 
arc both in a subject which meets twice a week or in two different 

1< 



CINlaAL lNI'OaMATION '5 

subjects, each meeting but once a week. If there is any reason 
why two subjects cannot be taken simultaneously, the app licant 
will receive an c:.xplanation from the School office. All subjects 
listed in the bulletin will be offered, but a minimum number of 
enrollments is necessary for a class to be formed. 

The schedule of classes is made from the enrollments; there. 
fore, it is very important that all enrollments be in the School 
office by the date indicated on the bulletin boards as the "dead. 
line." \Vatch for the date f 

LENGTH OF CLASSES 

ClassCi meet once or twice a week, the number and length of the 
lessions varying according to the subject. A schedule is given in 
the description of the individual subjects in this bulletin. 

TIME Of CLASSES 

Classel for the first shift are hdd at 5 :15 and 7: 15 p.m. Monday 
through Friday. Classes for the second shift are hdd at 2 :30 p.m. 
Monday through Friday. 

PLACE OF CLASSES 

SO far as possible, all classes are held in the IBM School. To make 
certain of the location of the class, the student should consult 
the bulletin board in the lobby of the school before each session, 
for circumstances make changes necessary. 

NOTIFICATION 

Applicants will be notified through the factory mail of the date, 
hour, and place of meeting for the lint class. I f notification is 
not received before the first week of school, the applicant should 
call the School Ollie<. 

LESSON MATERIAL 

There are no fees or tuition chuges connected with any of the 
Courscs. AU necessary lesson materials used in the courses are 
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(urnished by the School. If the course is nOt completed, however, 
the materials arc to be returned to the School. 

\Vith some exceptions, lesson materials are (or sale to any 
employee who may be interested. In most cases, this material 
is prepared by the Department o( Education. Lesson materials 
arc not lent by the school, but all textbooks used in classes, as 
__ -ell as reference books, are anilable in the School Library, 
Room 104. These books arc (or reference use only and are to be 
URd in the reading room. Hours (or reading are 8 :00 '.m. to 5 :30 
p.m. The librarian or member o( the school staR will be glad to 
assist employees in finding the desired material. 

.... TTENDANCE 
Although enrollment and attendance are voluntary, when an 
employee enrolls in a class it is important that he strive (or the 
best attendance record possible. " 'hen absence cannot be avoided, 
the student should make an effort to find out the assignment 
(or the (allowing class. This in(onnation may be obtained (rom 
the School Office by telephoning or by calling at the office. 
Attendance figures one-third of the final average in most subjects. 

IIONOR ROLL 

The highest ten percent o( each class constitutes the Honor Roll. 
The names o( the students attainin& honor rating will be printed 
in Busi"ess M achi"es at the end o( each school term. This honor 
rating is awarded on the basis o( class attendance, class work, 
and final examination. H onorable mention will be given students 
attaining an average o( 90% or above. 

RECOGNITION OF STUDENTS 

A re.port card is given to each student who enrolls in a clus during 
the tnm. This report indicates attendance, class grade, examina
tion grade and final average. 



CWNII.AL INFO.MATIOH 

A cerlificate is given the student to denote successful com· 
pletion of :1 subject, \Vhen a student has completed 15 units of 
study, he will receive a special certificate at onc of the formal 
commencement exercises of the Department of Education. Other 
certificates will he awarded for each additional 5 units of study 
above lS, namely, for 20, 25, and 30 units. A unit of credit is 
determined on the basis of a two-hour class session, once 3. week, 
(or twelve weeks. 

Upon the succu,(ul completion of onc of the prescribed 
courses of study, a student will receive an appropriate diploma 
signifying such study. 

, , , 



©OURSES OF STUDY 

"PLAN YOUR STUDY, STUDY YOUR PLAN" 

IF A MARKSM .... N wishes to hit the bull's-eye: of a distant target, he 
would not select a short-barrel1c:d shmgun and aimlcssly fire in 
any direction; but rather, he would carefully choose I riRe of 
sufficient power and accuracy that would carry hi. shot tIlt.ight 
and true: to the mark on which he had set his sights. To an even 
greater degree it is advisable for the: student to determine his 
educational goal, carefully select his course of trudy, and proceed 
in a systematic manner to make his mark. 

The General Education Program has offered in the put IUb

jects of many varied type., independent of one another, in order 
to make the program as Aexiblc as possible for the benefit of all 
students. This practice will still be continued, and cerlipcQus will 
be awarded upon the successful completion of single subjects. 

However, for the many students who are looking to the 
future, and, like the marksman, wish to select for themselvClsuit
able equipment that will aid them in their educational experience, 
there are groups of subjects arranged in sequences as courses of 
study. These arc oftered to assist the student in tbe planning of a 
course of study over a longer period of time and the proper 
selection of subjects to fit into his plan. 

Those students who complete one of these courses of study, 
or other similar courses as may be planned through educational 
counsd with the Chief Instructor, will receive a diploma certifying 
that such a COurse of study has been successfully completed. 

If employees, after looking Over the COurses of study, believe 
that they have already completed all tbe suggested subjects in one. 

18 



lNPOkMATlON J, 
Or more o( these currkula, they may apply for diplomas, which 
they will receive i( the School records substantiate their claim for 
credit. Others will ~nd that only one or two subjects arc lacking 
in their past experience and may wish to certify for a diploma by 
completing those subjects. Every employee is encouraged to sur
vey his past record and discuss educational plans with the Chief 
Instructor. 

The following groups of subject. are arranged in a suggested 
sequence of study; however, the student may wish to arrange to 
take two subjects at a time or in somewhat different orde r, espe
cially if he has already completed some of the requirements. 

INSPECTION SCREW MACHINES 
u.m u,m 

IBM P",duet. 'BM Productt I 

BllKprint Rudins I Blueprinl RudinI' I 

Shop Mlthem.lia I , 'nebioo Me .. unmrflt I 
'recbion Mu,urrmenl I Shop M'lbemllia I 2 

SlMIp Mllhernllia II Sbop M.tbnn.dc. II 
'recl.ion Mu.urnncnl II I lAlhe" H.nd Sere ... M.chine 
Modem Sbop Theo". I I Tbto". I 

Etr(f;"" , Au,orn"ic Serew Machine 
ThUll')' 1·11 2 

10 Elttt.w 

10 

lUlliNG DRilLING 
u.m u);:m 

IBM '",dUCb I IBM ,rociuet. I 

Billeprint Rudinr Blueprint RudinS I 

Pl't'Cidon Me~rrmtnt I I Precision MUlUrrmrnt I I 

Sbop Mllbemllia I 2 Shop Mllhemllia J , 
Shop M.,hern.tIe. II St.,p Mllhrm.lie. I I I 
MiliinS Theory 1·11 2 Drillinl Tbro". 1·11 , 
Eltttiwr, 2 £/rrl;.,,, 2 

10 10 
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CRISDISG 

IBM ProdlXtl 
BII'!"prin! Rudin, 
P,tdlion MtUUrnDml I 
Shop \hlMraali(l I 
Sbo:>p MI,bmmict II 
Grindinr; Thfory I-II 
Elutlt'tI 

DRAFTISG 

IBM PmdlXtl 
Shop ~hlht'm.lia I 
Shop \hlbtml,ia II 
:'o.fcch3nic.1 Draw;n, I 
Mechanic.1 Ora",,;n, II 
Production lIIu'lration 1-11 

SECRETARIAL 

18\' Pmdun. 
T) !If ... ,i,;nl I 
T"w .... 'i1inl IT 
Shnnhaoo I, II iI£ III 
Mc;rcurial Practi« 
P'lnic,1 [n,lilh 
O~ Principles. Praaiu 
Elutl(!l 

u~m 

I 

I 

, 
I , , 

10 

Uli'rn 

I , 
, , , 

10 

[AM ENGINEERING 

Eltttriciry 1.11 
MitE Principles 

IBM ACCOUNTING 

IBM Prociuru 
BooIck«pinl 1.11 
Indu.uri.1 AttOuntln, 1.11 
EAM Pnetic" I-II 
[AM Application. 
EI,a,,,,, 

•• In 

• , 
10 

.'In 

, , , 
, 

10 

Uli'm 

I 

PERSONAL DEVELOPMENT 
•• In 

IBM Producu 
t Praainl En,Ii.b 
I Elea;y," Spt.tinc I-II 
1 [lIeai .. " Sptatin, III 

Pr.aiel' P,,-.:boiocy 
Lan",.,,, I-II 

10 

, , , 

CUrTt'nl Albin FOnlm 

£I"t"." 

I 
I , 
, 

10 I 
I 



OFFERED IN 1947·1948 

PACES 

SHOP 2)-)0 

TECHNICAL J'-J5 

BUSINESS 

GENERAL 41-$' 

EXTENSION 52-51 





~HOP 
SUBJ ECTS 

1001. SHOP MATHEhlATICS I 

A nttdSity of life in a mtthanical age is a good fundamental knowledge 
of mathematics. Such a knowledge must be built upon a foundation of the 
four arithmetic processes IU they involve fractions, dKimaIs and percentage. 
For one who wishes to siudy the uses of algebra and the rquation as well as 
plane and solid geometry in practical applicaliolU, this subject offers excellent 
opportunities either for the btginner or one who desires a mathematics re
view. This subjC'Ct is basic in aU shop COU1"$4 

~ "'''fI-'- tlIJlltl tI ""U~/~ wull 

1002. SHOP ~IATHEhlATICS II 

inis subjcct co\'ers the fund.menlals of trigonometry and logarithms Ind 
their use in problems. Speed Ind accuracy arc assisted by the use 01 these tools 
of mathematics. The subjC'C1 is designed for both the student new to this I)'PC 
of work and the one who wishes to review his malhematics. This is a basic 
subjtcl in all shop COUI"SCS. PllEIlEOUISITE: Shop ~Ialhemalics I or equivalent. 

~ "'flrI_a, tI",s " wul-a .... "h 

1031. THE SLIDE RULE 

The dide rule is a handy and lime-saving deviCt: for rough cht:d.ing or 
estimating. h may be used for muhipl)'ing, dividing, determining logarilhms. 
roots and powen of numbers, and filuring many of the trigonometric func
tions. Studenu of this subjcct arc furnished with an inexpensive slide rule 
Ihat may be used for the more common problems. I f students have .!ide rules 
of their own, however, or wish to obtain one embodying more Kales than thc 
one provided, they may we them in the class work. Full instruction on the 
Usc of the slide rule is given, and practical problems arc used fo r practice. 

Z 'UrI_,,' dIU, " wul-n wuh 

'J 
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1101. BLUEPRINT READING 

Blut'prints are tht! road maps of the mechanical world. To enablt! ont! to 
rtad, inlerprt!t, and understand tht' full meanine of blueprints, this course 
covers the process of making blueprints, the throry of projection used in 
mwnc drawinp. the various lines. symbols and notes ap~arinc on prints. 
A widt! variety of prints furnishes .aual readine practice.. Additional prac
tice is also eive.n on tht! con\'ersion of fractions and dedmals. A study is madt! 
of the mort' common shop terms found in nading blueprints. This is a basic 
subjtct for aU shop courses.. Lesson matt!rial is specially prepart'd by the IBM 
Department of Education. A number of models, color slides, and movies are 
also used as a part 01 the instruction. 

1201. PRECISION MEASUREMENT I 

The purpose of this subject is to Cil-"C the studtnt an undertta.ndine of the 
uS(', care, and adjustment of measuring instruments, tnt nandards back of 
lhtm, and 01 tht codt' of toleranttS. ·The followin& types of mc:asuring instru· 
menrs will be studitd: microlJ)('ler and vtrnitr caces, precision 'Ige blocks, 
find ga&a, thread ,a&es, dial and test indicators. Tht ttxt mattrial, which 
was 5J)('ciaUy prepared by the IBM Department of Education, is supplt!
mt'ntt"d by color dides and movies taken in the shop showinc tht application 
of musurin& inltfume:nts. This subject is basic in all shop courses. 

~ h..,_.t tllUl _ ~tt~n .r:tth 

1202. PRECISION MEASUREMENT II 

Dealing with the more advanctd types of measuring instruments, this 
course is a continuation of tht' study of precision measur('f11ent. The uS(', care 
and ad.;ustments of the follo""ing instruments are cov('rtd: surface plate 
accessories, sine bars, index heads, comparators, microtCOpd, optical flats, 
profiIome:tef$, measurinc machines and hardness testers. Some: 01 the latest 
applications in insPt'Clion with X-ray and Magn.2flux instruments are abo 
discussed. A new text has been prepared by tht IBM Department of Eduu· 
tion for this subject. This is a major subject in tht course of study in Inspec
don. PREkEQUISITI!: Precision Measurement I. 

~ ..... 1"1_., dlUl /I .r:ui-u ~uh 

Tlurr Is No Saturation Point in EducatIon 
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1301. MECHANICAL DRAWING I 
Blueprints oririnate (rom the mechanical drawings made by draftsmcn. 

This COUI'S( is desienN for those who arc intercsted in learning thc technique 
of mechanical drawine and developine the ability to express ideas on paper. 
Practice iJ livcn in freehand lenerin&: and sketchine. Thc studcnt Icarns the 
use of mechanical drawin&: inst! umenu, the alphabet of lines, line technique, 
thc theory of onhoeraphic projection and desienin&:. Considerable practice is 
rivcn in the makine of mechanical drawincs from three-dimensional sketches 
and drawinp. # ' .. U-I_l'iiUlIl ill _,11'-11 co,'ffb 

1302. MECHANICAL DRAWING II · 
This is a continuation of mechanical drawine in which the more advanced 

phases of this subject will be presentcJ. Furthtt practice in sketchinr is eiven. 
Mechlnca' workine drawinp are made from both prinu and partS. PRE
nOU'SITa: Methanical Drawine J or equivalent. 

# .hllr,~ c/..."u ill wull'-u utth 

1311. PRODUCTION ILLUSTRATION I 
1312. PRODUCTION ILLUSTRATION II 

Industry has found that a t~ of print rmployine what is called "thre~ 
difT1f:nsionai drawine" has proved very useful. This course in production 
illustration is offered for those interested in developing the ability to make 
these: three-dimensional drawinp. It includes freehand sketchin" liiht and 
shade, ~rsptCtive. isomctric, and finally the production of the easily under
'tood drawinp. PaD.EOUISJTa: Mechanical Drawing J or cquivalent. 

I 11'11(1-'" ,z..." ill uull'-u 'IW',it ,.(11 

1313. PRODUCTION ILLUSTRATION III 
This course: offers more advanced study than is riven in Production lIIus

tration I-II. PersPtttive drawine co\'ers illustrations, functional drawings, 
thrtt·point perspective, prepared shading mediums, frtt·hand drawine, and 
shading techniques. Line values art stressed togtther with tones and high
Iighb. Di.scu ion and practiu or photo-tracing is also eiven. Reproduction 
methods for distribution are shown in an illustrated lecturc. PU!lEQlJIStTE: 
Production Illustration I-I I. #hll"-"l'clilllI."'t'fIl-II~(h 

- --::-,..-------
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1401. DRILLING THEORY I 
1402. DRILLING THEORY II 

nis subject prc:smts the most recent drillinr theory. It is of value to those 
Etnerally interested in manufacturina: processes. In it arc coverW the various 
types of drillinr machines and their attachments and wes. Special tools used 
in conjunction with these drillina: machines are abo dilCUSSC:d. I...euon mate
rial was specially preparW by the IBM Department of Education for use 
in this subjm. Supplcmcntinr the text arc slides, movies, and shop tours in 
the plant. This is the major subject in the course: of study in Drillinr. 

1411. MILLING THEORY I 
1412. MILLING THEORY II 

~ .,.r_., t'&I,. _,j.-II wttl, ,.tI. 

This subject covers Ih( V.rloUS types of millina: machines. It allO contains 
material on attachments, cutters, $pttds and feeds, lubrication, and fixtures. 
The latter half is devoted to more advanced study of the machines and the 
ute of the dividinr head. The text is supplemented with color slides, movies, 
and shop toun in the plant. This is the major subject in the COUrK of Itudy 
in Millinr· ~ ... r_., tl&ll. _,j.-II wu!.,.d 

H21. GRINDING THEORY I 
1422. GRINDING THEORY 'II 

This subject was developed to explain the xlmion of rrindina: whetls, 
the care of modem erindinr machines, and the class of work these machines 
perform. Lesson material for this subject was specially prcparrd by the IBM 
Department of Education. Color slidcs, movies, and shop tours in the plant 
add rrutly to the interest and instructional value of this subject. This is the 
major subject in the counc of study in Grinding. 

1.,,,,_., t'lUl • ,«,i--II _,., I.tll 

1431. LATHE AND HAND SCREW MACHINE THEORY 
From past experience it has bttn found that many ptOple have bttn inter. 

CSted in learnine about the bench and turret lathes and hand screw machines 
but have not wished to continue the study into the course in automatic screw 
machines. Therefore, this subject of lathes and hind screw machines is of. 

It Taltt ImlJti"lJlio" 10 Sit B~lond lite Horico" 
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fered. co\'erinl their nrious characteristics and sp«ial applications. This is 
• major subject in the course: of study in Screw Machines. 

~ "'IUI-t1l1 cl." • v;uJ.-u Vluh 

1441. AUTOMATIC SCREW MACHINE THEORY I 

1442. AUTOMATIC SCREW MACHINE THEORY II 
The first term in this important subjttt covers the types of machines and 

production possibilities of automatic screw machines in genual. The second 
hair deals with rrK'thods, atuchlMnrs, and new applications of the machine. 
The tC'acitina: material includtS, besides the lext, slides, movies and shop 
toun. This is. major lubjC'C't in the CQursc: of study in Screw Machines. 

~ ",,"~,.( r/IJII • wttJ.-1l (lIuh ldrll 

1461. MODERN SHOP THEORY I 
This coune is desicned to live an over·.11 Ipprtciation of nomenclature 

of shop terms and opcntions that an used in modern manufacturing. The 
course will ncttuarily cover only a brid study of such machines as drill 
presses, millina: mlChin~ broaches. punch pres.scs, lathe and screw machin~, 
,rinden, and tool a;rindina; machines. Shop loun, color slid". and movies 
will supplement the text material, which has betn specially prepared by the 
IBM DtpartnKnt of Education. This is a basic subject in the course of study 
in IrtSptttion. 1 11.",._", c/~I" ~tf~t:I vtlh 

1462. MODERN SHOP THEORY II. 
Continuin, the study of ~todern Shop Theory in the sp«:ialiud field!, 

Part II of this subject coyers special toolroom machines, geu and cam 
cuttin" die cutine, heat-treatment, wtlding and brazing, electroplating, and 
foundry. Lesson material which has betn 5pC'Cially prepared by the IBM De
partment of Education will be supplemc:ntcd by the we of color slid~ and 

tours throuch the various dcparunentJ in the shop. 
~ "II'~'" dUll' ~tl~l~ WI,h 

ISOI. ELECTRICAL CIRCUIT DIAGRAMS 
lust as thtre art types of prints and varyin, symbols uK<! in blueprints for 

tht metalworkin, industry and architectural drawings in the woodworking 

K1fau:hJ,~ B"tIS EIIIJuu;mm 
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industry, 10 thtrt is • tfPC of print and • difJutnt let of I)'mba!s wed in 
"iac:rams to dctCribc t.lraricaJ circuits. 'The tu:hniqut of nadine these dia
crams makrs thrm u usy to inttrprtt and undtrrtand as thalr: of the ordi
nlll'}' blutprint or an::hitt'Cf\lraJ drawi"&- Althou&h ,hit IUbj«t d~ not dal 
with rht fundanx:rnals of dmricit)', it dom PfO\"idc the studtnt with suffi· 
cient hkkaround and undenundin, of dmric:aJ. terms .nd symbol. 10 cain 
tht ability to interpret cltttricaJ circuit dia(TU1lL 

I i..,,-.., tl-.ll _ ~tt}-lI."dl 

1601. THE IBM CARD 

The ope:ratinc unit, the IBM Card, it the fUnc:t1onaJ means of operatinc 
lhe IBM Elrctric Ac:tountinC MachirK and CJlUJO it 10 produce accurate 
and compltlc aa:ountinc and uatinicaJ reports. The devdopmcnt and manu
/aerure of thi, card, therdort. must be done undtr the dOldt tcrutiny from 
the selection of the raw p'prr stock to its final packinC and distribution. This 
count: COven every It~ in the manufllm.lre of the 18~f card-its history and 
dC'Vf:lopmenr, the: dcsicn and la)'OUI, the testinc of paper aock under all con· 
ditiona, tM photCHncrlVinc of the primin, cylindeB, the de:liCn and manu
facturt of preucs, tht quality control of cards. the utt of the card in the 
att'Ountina: Procedure of its own p~ and finallJ the pdjnC and dit
tribution. ~ ... .,_., ',~, • .,.u~tI .uti, 

1831. STATISTICAL QUALITY CONTROL I 
1832. STATISTICAL QUALITY CONTROL II 

This COUnt is dcsiCned to cive tbt: fundamental ttatinK.tl cornpts Ippli· 
eable to the control of quality, and applation of thest conttPtltO practical 
rnanuflCturinc problem. It includes a stud, of the normal distribution curve, 
the control chart, the pe.rttnt dcfrctive chart, samplinC methods. and ~w 
these tool.s arc used to analyu telt results., to OlCasure variatton, to e5tablWt 
standards of pe:rlonnance and 10 control quality. The application of these 
~hods is illustrated by aamphs. 

I .... ',......., d.." • _,~II VI"~I Hr" 
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SUBJECTS 

2001, PRE-ENGINEERING MATHEMATICS I 
2002. PRE-ENGINEERING MATHEMATICS II 

A review and rdresher courx in mathmlltics starting with algebra and 
includinc plane gtOrtKtry, solid geometry, trigonometry, and some calculus. 
This course is offered primarily (or thOSt: students woo will find I review in 
those branches of mathematics of prime importance for study in such courses 
as Ena:inecrin& Electronics and Encinecrinr Mechanics. 

2101. ELECTRICITY I 
2102. ELECTRICITY II 

7 t. .. ,,_., diUl • ..wd-U ""til t.rII 

The lit of electricity has hardly bqun, yet it promises to up.nd to un
believable proportions. The rapidly ,rowin, field of radio-cltttronics Ind 
television and its industrial power and control applications offer almost un
limited possibilitiet-aU stemminc from the basic study of c:Itttricity, The 
fundamentals of dmricity, raneine from malnctism through A.C. and D.C. 
circuits to motors and ,cncrators, arc covucd in classroom lectures and dis
cussions .upplmlent~ by demonstrations, slide films, and movin& pictures. 
Lesson material WI.$ prepared by the IBM Department of Education. Pu
ltOUJSITI: Shop M.thmlatic:s II or equivalent. 

~ lto"fI~ t/IUUJ rI ..cui-n "uh ,.eI, 

2121. FUNDAMENTALS OF RADIO THEORY 
This is a &:enual subject coverin&: the throry of radio transmission and 

rCttption. Durin&: the first part it centers on the discussion of tubes and other 
circuit components such 1.$ coils, conde~rs, transfonncrs, etc. The fund.
mentals of radio transmitters arc discussed, and the design factors of modern 
radio receivers arc covered by analyzinc the purpost and functions of each 
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.tage or tube in the receiver. Mlny leneral·interest subjects are Ilso covered, 
such as ~rd pll~rs, hi· fidelity Inlplifiers and sound systems, television Ind 
frequcncy modulltion. This is a broad subject; it ls not intendcd to teach the 
student to bec:ome a ~rviccman but rather to cover in a Icneral manner one 
01 the most common applications of electronic tubes. 

~ II.ru, _,,1 d.1I • CIiIIt).-n CIiIldl 

2131. FUNDAMENTALS OF RADIO OPERATING I 
This course is principally to teach the International Morse Code. Also 

Icatured arc basic radio theory, radio op(ratine procedure and requirements. 
Sendine keys, hcadphoms, r«civine and sendine set are available lor class 
usc. No previous knowledec of thc codc is required lor this course. 

1 .... r_ ...... dlUltl • WIt).-11 ,,"Il, 

2132. FUNDAMENTALS OF RADIO OPERATING II 
This course supplements Fundamcntus of Radio Operating I and teaches 

theory, construction 01 simple rtttivcrs and transmitters. operation and radio 
law. Practicc to incrcl$C code spttd will be a part of this course. The course 
will assist the student in preparine lor the &Ovcrnmcnt cxamination for an 
Amateur Operator's Liansc. PURIIQUISITI: Fundamentals of Radio Oper
atine 1 or thc equivllent (code specd-S words per minute) . 

~ II'llrl_"t dIU' • CIiIIt).-/~ with 

2141. ENGINEERING ELECTRONICS I 
2142. ENGINEERING ELECTRONICS II 

This subj«t duls first with thc theoretical IIctors and desien details 01 
many types 01 clectronic tubes; secondly, with the practical application of 
these tubes to various types of industrial equipment. The behavior and char
ICterlstics of various types of tubes arc discussed, together with their advan
tares and disadvlnt1ees whcn applied in control circuits. The subject covcrs 
fundamcntal principles 01 many tnlt:S 01 special tubes such as mercury vapor 
rrctifiers, beam power tubes, lCfC'en&rid thyratron, cold cathode, phototubcs, 
cathodc ray, television, and X-ray tubes. Othcr topics include application of 
tubes and lundamcntal cirt:uits of half-wl,'e and full·wa\'e rectifiers, filters, 
voltagc doublers. re&ul~tcd powcr supp.ies. inverters, remotc control, ampli
ficrs., cathodc ray oscll105COpc:5, oscillators, frequcncy and amplitude radio 
transmission. z h.r ___ .t "tn, • <Wll~a u'uh ,.(II 
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2201. METALLURGY I 
2202. METALLURGY II 

The number of new alloys dndoped durin, the past IN' )'cars inc::rusa 
the desire for knowltdr;c of these: materials. In the Ilrst put of the course: the 
propc:nics of metals and allo)'1 art: discussN, c:ovcrinC such topia as physical 
testing, composition and cnlin«rinc proprrties of fIX,allic materials, and 
specifications of metals. The s«ond part is dC"'oted to ferrous mttaUuru, 
co\'erin& such tapia as rnlDufacturinc, fabrication, hClt-trcltmcnt and appli. 
cationl of stttis. ~ "-,,,_., d~/. wu~n wftil ,~. 

2211. PLASTICS I 
2212. PLASTICS II 

The eXlcnsi\'c present-day U~ of plastics as basic industrial material. has 
dcfinitdy placed them on an (Qual footinc with the older, fundamental raw 
materials. The history, oricin, and raw material sour«5 of plutics arc cov
ered; also their phy~ical, chcmic.d, and dKtric.1 properties and limit.lions, 
m~lhods of fabricalion and fundamtntals of desiCn. Exptrim~nts in moldinc 
and lellinr plaslics along with case siudies of plutic pam supplc:mc:nt the 
I~Xt material. I "fl.rI_fl' t1~, • _,t.-u WI'" ,.£11 
2221. PLASTICS DESIGN I 
2222. PLASTICS DESIGN II 

The pUI"p05t: of this subject it to study the desirn of molds and dies for 
plastics. An important phase will be: th~ study of &oed practjtt in this fidd. 
Thc: subjecl is off~r~ as adunoo! study in plastics, and it i.s tsSC'ntial that all 
thosc: c:nrolling h&\'~ had c:ither th~ fitit mUrk in plastics or its ~uivalc:nt. 

I .... rI_., cI~l. VI"t.-U Vltt" ,.tlt 

2301. ENGINEERING MECHANICS I 
2302. ENGINEERING MECHANICS II 

This subjC'Cl is for thosc: who dc:sire to Ic:r a foundation in thc: facts and 
thc:ory of practical m«hanics. Instruction is ,iven in the. mC'thods of applyin, 
thC'SC' fundame.nu.1s to basic mc:chanisms. Probl~ms are. takc:n from practical 
C'Xamples in various applications and are discussed and explained with funda. 
mental principles. The coursc: cov~rs such topics as forttS, simple machines, 
lc:vcr5, hoisting dcvicc:s, trusses, friction, screw thn:ads, pulley"!, gears, work, 
~nergy, and powc:r. PREREQUISITE: Pr~.EnginC'C'ring ~lalhro1llics. 

2 It •• "_,,, 114" • WI,Ir-U WI'" ,.11t 
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2Wl. ENGINEERING FORUM 
This is a series of l«tur~ and di!(ussion mec:tinp off~r~d to those inur

CSIW in n~w tna:inecrina: and 5Ci~ntific d~vclopm~n!5. Guest ~neinec:rs from 
oth~r companics will be invit~d 10 spuk before the group and lead discussion! 
on rteent Idunces in their field. Noticn will be mailed to enrollttS Innoune-
ine the subject. ~pcaker. Ind Ijnle of meetin&:. 0., (/tUI /I ... ,11 

MECHANICAL AND ELECTRICAL PRINCIPLES 
OP 18:\1 ELEcnllc ACCOUNTISC MACHINES 

These CQUrKS I~ dcsia:ned to expllin the mechanical Ind clcctrical prin· 
ciplcs of 18\1 Electric Accounrina: ~lachinc:s. Each unit of I machine is 
studied. and ilS mechanism, circuits. and functions are thoroughl), explained. 
ThC!oe courstS ar~ oow grouped together in such I way as to permit the study 
of dir«t1)' related machines without studying the whole line of equipment. 
Groups as ~hown may be sludin! indepcndendy and taken in In), sequence 
dcsirw. 

2111. 

2121. 

2nl. 

2741. 

21$1. 
2761. 
2711. 

{ 

EI«1ric Kt)" Punc:b .I'~ II"'T,_II' (/&1, /I Wtt~U v:tth 
M"lnr-Ori .. t Duplinlinl Plinth 
AlphlMic OllplKllill1t Plinth 

( 
~~:;""" D.,I".",. ,,'"",. P.~. 
SPf'(ial Sorttr Onka 
Cc.III1M 
Elmrie Accollnting Machine, TyJW 21$, ,..ilb Summa". Punch 

( 

AUI!>fllalic Comparin, RepmdllCinl Punth 
EI«lric Ooclimenl·Ori,inllinl MlCbint 
Alphawtic Interpreter 
Alpbawlic Accounlinc Machint wilh AutomlCic Carriage 
T)pr WI Elratic Muhiplitr 
Typr 60l Calcuillin, Punch 

2781. PRI~CIPLES A~D APPLICATIONS OF THE 
AUTO\IATIC CARRIAGE 

This COUBC shows th~ \UC of the 921 Automatic Carriage through various 
applications u~ing forms which require the paper to be advanced by rapid 
linHpacina; or ~jttlion. The mC'Chlnical principles of operation and the pur
P<Kc of adjustments arc demono;trated. Co\.'er~d in detail, [he melhod of con
troUina: the carria~ by d«lrical c.ircuits is applied to standard everyday 
applications. --------

To 1'1"nl II to A("in:~ 
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3001. lB~1 PROOUCTS 
The objKt of thi, course is to give Ihc IB~l cmpio)'tt I comprehmsh'c 

picture of the company and the part its machin~ play in the business world 
and eo ... unmcntal l,enci6, together with the basic facts about the applica. 
tions of Ihac ma(hin(S. While it is primarily. lecture courst, thc student is 
alfordfil an opportunity to take part in several demonstrations of Ihe use of 
many IBM products. The hiStory of the rompany is d~doped from thc 
time of its inception to t~ pratnl day. All branches of the organization's 
products Irc considered. and suRicimt lin\C is ~pent on u ch type of equip
tm:nt to familiarize the student with its applications. Uslon material was 
specially prepar~ by the IBM Oc-partment of Education. 

,lutlln_lIt dIJII • .. ·"t-n VI"h 

31 11. TYPEWRITING I 
This instruction is a:iven in answer to many requestS for a courst: in which 

th~ Stud~nt might I~am th~ k~yboard and d~\"~lop a minimum spttd of 
tw~nty words a minut~. Th~ outline for th~ course includes: getting ac· 
quaint~d with th~ IBM Electric Typewriter, correct postur~, &ood typing 
hlbits, 1 ~lrnin& the k~)'bolrd (touch S)"1it~m), and eire of the t)'pewriter. 
Ie iJ a practice COUf"5C, with no assign~d homework. Motion pictures supple

rutnt verbaJ instruction in typing techniqu~. 
~ A",U-I'-'iO t/.JlII • 'Wu~U 'Wub 

3112. TYPEWRITING II 
This is a practic~ coum, with no assignC'd hom~work, on the IBM Elec

tric T)"Ptwrit~r. ShJdents qualify on th~ basis of previous ()"ping ~xperiC'nc~, 
IS tim~ does not ~rrnit tuching th~ k.C'yboard but rath~r th~ SJ)«ial sk.ill 
rtquir~J for rapid o~ration of thC' Electric Trpewriter. Sp«d dri lls art 
conduct~, as wtll iIJ practi« on busin~ letlel'S, reports, manu5Cripts, and 

J7 
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transcribinr from the dictaphone. Minimum speed of 40 words per minute 
is the lOa! of this course. Motion pictures supplement the instruction in 
fYpin& technique. PUI.&Qulsrn:: Typtwritina: I or tquivaIcnt. (Employee: 
typists In not di,iblc for this subject.) 

3201. ELECTRIC KEY PUNCH PRACTICE 
Those who wish to learn the o~ration of IBM kcy-operated card punch. 

in, equipment will be interested in this subject. An aplanation of the IBM. 
Accountin&: Method is riven in order to p7()vide an understandin, of the use 
til the various machines. Considerable practice is liven on exercises, at which 
lime the opentors ltarn &cod key·punching technique. The complete procns 
is studi~ from the original wrim:n record to verification and sonio&:. Lesson 
materi.1 has betn spec.i.lly prepared by the IBM Department of Education. 

3301. SHORTHAND 1 
3302. SHORTHAND 11 

~ hOflr_I_ dlUltI. wtd-n with 

Shonhand is an inurcstin" tim~·sa\'ing, easy-to-Iurn m~thod of spttd 
writin, which ftU provro of ,rut vaJu~ in th~ business world. The abilitY 
to jot down notes, imponant wls, significant memoranda, complicated in
structions, and business J~tt~rs is an I..S5et. This subject is for be~nn~rs who 
hav~ ntver studied shonhand before. The Gr~gg systml of shonhand will 
be followed. Th~ dqrtt of proficiency attain~d depends ~ntirely upon th~ 
individuaJ'. interest and willingness to practic~. At Just ooe-half hour a day 
outsid~ of class should be dC\'oted to the practia: of this subject. 

z It"'r_", dUI • v:ut-n wui, ,.(11 

3303. SHORTHAND 111 

This provides advanced study for those who alr~ady have a prllCtiaJ 
koowlroge of shonhand, yet wish to improv~ their sp«d aod brush up 00 

their vocabulary and phrases. This subject is primarily int~nd~d for Gregg 
writ~rs, but others will lind the course hdpful io improving their sp«d io 
taking dictation. PREIlEQUISIT£: Shonhand II or ~uivalent. (Employee 
stenographers and IiC'CfI:taries ar~ not ~Iigible for this subject.) 

z Ilflurl_fl' dlul It Vluj-.n VllIh 
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3304. TRANSCRIPTION 

Many students of t)'Pinc and .horthand hJ.\'e felt the nttd for I rounc 
which rombinet and (O-(Irdinalts thrse twO subjrcu for a littler understand. 
in, of thdr u~. This rourse is dnianed for incrrasro spttd and accuracy in 
t)'pina: from shorthand notrs. The Insons include a review of snorthand and 
I)"pinll$ wtll IJ Ena:li'h IJld punctuation. PkU£OIJISITl: shorthand rau~ 
of 80 words a minute i I)'Pina: rite of 35 words a minute. (Employ« moo,· 
rlphers and &ttretarin are not dicible for this subjrct.) 

~ 4,"u_vl Iltau " ~ui-a ~uh 

3401. PRACTICAL ENGLISIl 
This subjrct is of plrtkulu inltrtsl to tho.c who ronduct either conver· 

sations or correspondence wilh olhtrs. It is In lid in improving their ability 
to !l(d: and writt clrar, corrrct. and cff«th'c En,lish. Special emphasis is 
eiven to Ihe usc of the dictionary. ~ 4 •• 11-.111 t1.II. '"Ii-a f.£ull 

3421. SECRETARIAL PRACTICE 
A subjrct offered to afford In opportunity of broldenina: knowledge of 

busines. pro«durrs. Amone the topics tlua:ht Ire: Iteoocraphk work, me' 
chanical details of Ihe bwinett letter. InsM"trin& lC'tu~rs witnout dictation, 
a«endinelO the mail, telephone and tcltlraph, "linK and alphabctiz.ing, busi· 
ness and office ol"lamUition. PUUQIJISITU: M"Orkinc knowledge of Short· 
hand and Typc:writinc. ~ "'." _", rt.u. ",ai-II ",a., 

3431. OFFICE PRI1'CIPLES AND PRACTICE 
This subj«1 i, olint<! 10 those who arc intertsttd in Kalninc a knowltdge 

?f ~he theory of offitt orClniUlion Ind manlcemen t. It is drsiClled to famil
Iarize the student with modern office practice Ind the devtlopmcnt of office 
routino and forms. Practice in or,lniotinc Ind planninc the la)'out of an 
ofli~ is provided in the fonn of projects. ~ "'.,,_lIt d~,,, ""ui-IJ ~u" 

3511. BOOKKEEPING I 
3512. BOOKKEEPING II 

. ~e fundan'l('ntals of booU:~inc Ind lCt'Ountin, .are studied, and prac
~ IS derked throuCh the ux of I Itt of acmunts to lit maintained by each 

r.01l11lt S",U ,II, 'Pill to Crrall 
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!tudenl. The use of these seu will involve journals, ledger, POSting, trial bal· 
ance, statt:mC'nts, and commC'rcial papC'r. A pon-ion of the class pC'rtod C'ach 
wtC'k is dC'\"Ot~ 10 individual instruction by thC' instructor in checking these 
pnctice SC'ts. 

3l31. INDUSTRIAL ACCOUNTING I 
3l32. INDUSTRIAL ACCOUNTING II 

This is In advanced study dndopina: for the. studC'nt modC'rn accounting 
practice from the fundarm:ntals lC'arned in Bookkttping. Those. individuals 
who fttl a need of a rC'ViC'w in accounting principles will lind th2t thC' ttxt 
used in this course' complC'rC'iy CO\'C'r1 thC' C'iC'mC'nts of accounting as wC'1I as 
thC' advanced principle'S. Practice in this subjC'Ct is obtainC'<! through thC' usc 
of cast: studies and a scric:s of projects to ~ complC'tC'd by the studC'nt which 
involve' the' accounting proem, cuh and rttC'ivablC'S, investlTlC'nu, IixC'd assets 
and dC'preciation, liabilities, capital and surplus, pannC'rship, consolidated 
stltt:mC'nts, balance shttt and liquidation and estatC' accounting. PUR£OUI
SITE: BookkC'C'ping or tquivalC'nt. ~ 40 .. ,, __ ( (1&1, • v:ut-u v:uh (.c" 

3l~1. AUDITING I 
3542. AUDITING II 

This subject is designed to tC'ach the fundament21s of auditing. It is a.s
sum~ that thC' student has a Coed background of accounting practicc:s on 
which hC' cln base- thC' morC' ad\'lnCed phases of auditing. ThC' subjC'CtS 
studi~ atC': procedurC', workin, papC'rs, audits of accounts reedvablC', inve'n
toriC'S, fixC'd USC'ts, ddC'rred itC'RlS, curnnt liabilities, fixC'd liabilities, nC't 
wonh, profit and loss statC'ment, and reports and examinations. PRllREQUJ· 
SITE: Industria] Accounting or tquinlC'nt. 

~ " •• ,, __ ( dill, • uut-u v:uh (.cll 

3611. PRINCIPLES OF ECONmllCS I 
3612. PRINCIPLES OF ECO~mIlCS II 

Economics is the study of busint:SS activity from the. standpoint of public 
wC'lfare. These courses undertake first to explain the prest:nt·day organiz.a
tion and ~ration of industry, and second, to consider how far the pr~nt 
situation needs correaion from the standpoint of efficitncy in production 2nd 

JPQrllJ til t Kt1 to Succus 
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junicl: in distribution. ThI:Se courses atl: coo«rnro with an historical and 
analytical . tudy of thl: principles, followl:d by 1 discussion of practical tOr 

nomic questions, .uch &5 thl: tariff. monl:Y Ind bank.ina;. the labor problem. elc. 
~ 11,",-,., dlU/lf Wttlt-I!l WttiJ (full 

3701. ELECTRIC ACCOUNTING MACHINE PRACTICE I 
3702. ELECTRIC ACCOUNTING MACHINE PRACTICE II 

This subjm is providaJ to acquaint thosl: who 11"1: inll:rmro in the prin
ciples of ~rltinc J8~1 Accountinc Mlchines. The studl:nts stt up the 
mntrol pand. and product on the machine a r!:pre:se:ntati\·e a;roup of reports. 
The followina: machines arl: .tudil:d: Key Punches, Sorters, Numcdc At
muntin, Machines, Alphabetical Accountinc Machina, Auxiliary Equip
~nt, Transfer Posdn, Machine. Luson material has bl:en specially prqlared 
by thl: IBM Department of Education. PUJ.EQUISITE: IBM Products. 

~ 11,,"-.., dIU, • CI1t,i-a CI1td, (.tll 

371 I. ELECTRIC ACCOUNTING MACHINES APPLICATIONS 
This .ubjm is offered lor thole who are inmml:d in acquaintin, thtm

sdves with the applicattons ollBM accountinc. The course will be of special 
imerm to those Studrnts who have completrd EAM Practice and al"l: inter
ested in furtherinc their knowll:dCe in the ust of IBM machines in account
ina; Proc:tdura. The fol1owinc topta are covertd: accounts payablt, accounts 
reteivlble, bill in" wes. payroll and labor accountine. invcntory and mate
rial lCCOuntinc. plant Ind equipment accountinc. PUUQUIS1TIf: EAM 
Practice I -I I or equivalent. ~ ".,,_., r/iUl. Ultllt-l~ CI1ttiJ 

3810. MANUFACTURING CONTROL 
With today'. inc~asin&ly hiehl:r cost of labor and matcrials, tht appre

ciatton and apphcatton of .oentinc manl.&mlCnt methods is essential to 
Profitable manufacturin& operattoN. Modern manufacturing mcthods which 
transform buk raw materials into usablt productS by thc coordinated usc of 
manpOWcr and mlChi~ tools present a manaa:cment problem of a nature 
which challcnccs the: ability of an c:xn:utivc. Thc solution of these problems 
~onns a study which has many practriJ applications to tht cvcryday problcms 
In a manufacturinc plant. \Vhile emphasis is placed upon the use of IBM 

EJ"Ctllion Is tlu On/y Lftur ClJ/fIJlJlc 0/ R4i.sinl MDdinJ 
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Electric PuncMd Card Accountinc ~fachin~ ~r~thods, basic principles with 
wid~ application fonn the basis for di!CUssion. The course: is conducted by 
members of the Consultin, Suff of tne Division of Manufatturinc Control 
Education, who from their relations with many manufaaurina: orK1lniutions 
throuChout the country are able to prese:n[ a practical discussion of the com
mon problems and modem techniques for the.ir solution. 

~ 11 •• ,_., t/~J • wtt*,-u wuh 

3831. INDUSTRIAL ORGANIZATION 
Economical manufacturinc depends on an dficient industrial ora;anization. 

The successful operation of an industrial or&anization is dependent upon the 
members'ol that ora;anization having k.nowledce and experience in the science 
of manufacturing. This course will prove of interest to those: wishing to eain 
a better k.nowledce of the many divisions of our manufacturing or&anization 
and their rdation to one another. These divisions include production control, 
manufacturing, assemblinc, cost anal}'Sis., purchuing, receivine. material 
handling and 5tOrage. The text is supplemented by interest inc talb by 10M 
executives who discuss their particular divisioru and upl.in their relation
ship with the other divisions of our manufacturina: orcaniution. 

~ II •• "-'.t tlaJl. wtl~J~ ~ulu 

, , , 

Notlain, Grrllt /Pas £fJN' AchinuJ Witlaollt Enthllsiasm 
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SU BJECTS 

4001. EffECTIVE SPEAKING I 
4002. EffECTIVE SPEAKING II 
Th~ purpose of this course is to develop In a practical WilY the art of speak

inc for convcnAlion and public SJXtth. Every student is exptClcd to ulk at 
tvery mft:tin& of the class. The student is liven assistance 'in overcoming 
fear I thinkin, out a tallt, personality improvm1Cflts, StIKtinc and preparing II 
JPttth. Dinnu meetin" may be held to ,ive practice under actual conditions. 

7 j,"'~.t (/~I /I <wut-a V1tdl ,tit" 

4003. EFfECTIVE SPEAKI NG III 
The toUI'$t: in Efftttivc Speakin, tIl assume:! the nature of , clearing 

hoUSt: of problmu that may still remain after the clemcntary speaking course, 
whether thq arc ttthnkal or personal. Students have WttkJy practice in 
makinC short talks and throuchout thC' term collect materials. outline and 
PrTParc for a mort: Icn&thy sP«Ch ,i ... en ncar the dose of the lerm. P UItEQ

UISITI: Effective Speakine J-II or ~ui\'l l cnt. 
7 ",." _ ,,, d lUl .. vttt-11 W"!' 

4101. PRACTICAL PSYCHOLOGY 
How do people learn? \-\That an~ emotK)OS 1 What is the differentt between 

• norm,1 and an abnormal ~l'1On? Arc Ihe~ distinct I}'pes 01 personalities ? 
These are just. few of the topics Ihal will bt: discussed in the Practical ~Sy. 
enology Courx. d~iined for , liCK who are inl cr~t«i in human behaVIor. 
A systematic approach to luch • study &i"cs UII bener understanding of o~r . 
arlvts and of our fdlow human hein&!- The course combines icclUre5 WIth 
classroom di5CUSsions and reading assicnmcnn: from PJlcJr%l1 (1114 L ift. 

I },'.f~.t d IU' • ""'~u ,,"t il 
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4111. PHILOSOPHY 
If you are. serious student of science, history, economics, politics, sociaJ 

progress or hum.n \WH.re, you will .pprtCiate the new course in philosophy. 
A study of philosophy is • study of the thinking of men who have had great 
influence in the world. Today', modern world has its roou in the philosophi· 
caJ minds of the past. Di5c:ussions on morality, politics and man's relation to 
his universe are as refreshine today as they ~re among the early Greeks and 
Romans. Philosophy is literally transllted as the "love of wisdom," Ind 
within its JCope Ire to be found ditcuSlKms of problems that Itlnct the curio 
osity Ind inrerC'lt of Icu\"e human minds. Through the study of philosophy, 
you can I.in a ereatel apprttiation of the meanin&fulness of the world in 
which you li\'e, I i •• ,_., dan a u'u#:-1I WI,II 

4201. FIRST AID I 
The pUrpolC' of this course is to provide sufficient training in lint aid to 

enable anyone who has studied it to act in case of In emergency and prevent 
I fatality due to lack of immediate anemion. This subject is tlught by In 
attredited Red Cross instructor. The rqular text is supplemented by I fine 
lrouP of Iil'1t aid lOund movies and color Nidrs. Students suctessfully com· 
pletine the course are awarded a ttrtifKate by the American Red Cross. 

:I .. .",_", dill' • "(t#:-II Wlf!' 

4202. FIRST AID II 
Intended to fix more lirmly in the student', mind the first aid principles 

covered in First Aid I, intensive rtview of that work. composes about half 
the classroom time. The other half is devoted to practice in the administra· 
tion of emer&ency measurrs. Dacriptions of .ccident and sick.ness situations 
are elven to the Rudents, and splints, band.(tS. .rtificial respiration, etc., are 
applied by the students to live them v.luable practitt in the proper h.ndline 
of all such cases. A certificate from the American Red Cross is .w.rded to 

students sua:essfully completine the COUrIC:. 

I i,.rJ-f.' fl.". 'UH'fH "It'" 
4301. FRENCH r 
4302. FRENCH 1\ 

Frenc.h is the world', most cultur.1 lanro.&e and has long been one of the 
most pOpular ,ubjetts in the United St.trs.1t is a universaI lan&llale under· 

Ewry Tjm~ a Man Ultl Hil M",tI Ht S'rtn"lwu It 
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stood prmicaU), e\'erywhere in the world. As Frana: rUts reborn from the 
ravaees of military occupation and rrsumcs its place as one of the lead inc 
nations of the world, the French lancu.&&'e ";11 continue to hold a hiCh pllCt 
in the world of internallonal affairs and roml'Mrtt. The traditional friend
ship of the t:nited States and France lends interest and enthusiasm to the 
5rudy of F rmch. ~ 11 •• ,, __ , (/~I • ~ui-u vt(f~' Itull 

4303. FRENCH III 
,30,. FRENCH IV 

A basic foundation in Frenc:h Crammar is denloped in the" fint two terms 
of French I and II. As a practkalapplication of this lancuaae, it iJ dcsirable 
to be able to rud and peak Ruendy the I.nlllace studied. TherC"fore, in 
these ad\'anced COUIYS all dusroom conversation be:tw«n Students and in· 
structor will be: in French. raUlOl:ISITJ: French I and JJ or ~ui ... aJent. 

HI!. GERMAN I 
HI2. GERMAN II 

~ II •• ,,........., (/~, • .utlr-JI VMt~' ,..111 

As the tiCars of war hul. Gennan regains ifS place as One" of the important 
languages for American~ to know. The 'aneuace of some 80 million people, 
Gtrman is important in the postwar period, and its value in the technical 
and business "'Orld remains hiCh. This is a plendid opportunity to learn the 
fundamentals of one of the" world's most important toneuts. 

H2!. PORTUGUESE I 
4322. PORTUGUESE II 

~ ••• ,,........., ".,1. ~ul--JI vtt,h ,.(11 

Besides bt:ing the IanguA(e of Portuaal PonucuC'Se is the language of our 
"good neighbor" and sister-republic, Br.'zil. Brnil is • land of unlimited 
na~ural r~urces and I PtOple rich in a pionttrin, spirit which is fast devel
opl~g theIr nation indlUlrially. Brazil is approximattly the" umc size as the 
Umt~ Statcs and contairu fony per ttnt of the population of Latin America. 
Brull J c\'cr-growing influence in Inter.Arneric:an affain and in the world 

has caused ~Ortugu& to bC"C(ul'Ie hiehly uiotful. The crowinc number of 
eduutl?nallostirutions offerine courses in the lancuagc of Brazil reRcetS the 
~"pandUle role of that country in world affairs. Here u an opportunity to be 
1M the forefront of the North Americans leamina; this UKful tonguC. 

~ '-lIr __ , ".". c;;(tJ-u ... .,d' ,..(11 
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4341. SPANISH I 
4342. SPANISH II 

SUBJICTS 47 

Long a popular language in the school, of the United States, Spllnish is 
serving a ,rUt many public and bU5intSS people today in their personal and 
eommercial dulmlt' with our fellow Americans of Spanish America. Inter
A~rican CQ-()~ration i5 growina; in dirC'Ct proporlion to our mutual under
standing, which is fostered by a knowledge of our national languagtS. The 
~re fact that Spanish is the {oneue spolttn in eighteen of the Pan-Amenean 
nations indicates that a knowledee of Spanish is practical and advantageous 
in the world 01 today. ~ 1fI",,_., dOllS ~t~J' "'ai, t/I(" 

4343. SPANISH III 
4344. SPANISH IV 

A basic foundation in Spani5h grammar i, developed in the first two tenns 
of Spanish I and II. As a practical application of thi5language, it i, desirable 
to be able to rud and speak fluendy the language studied. Therefore, in 
these advanced COUr5e$ all con\'el'Ution bttWttn students and instructor will 
be in Spanish while in the dwroom. PUUOUISITE: Spanish r and II or 
equivalent. ~ ""fI_"t dlUl II '!IXti-I' "'((., tor' 

4401. .CLOTHING. 

This course consists of a ~rics of meetings dealing with clothing problems 
of COmmon internt to the group. By means of demonstrations, discussions, 
lectures and trips, the lollowin& units arc (overed: colors most becoming to 
you (including individual color readinp), line and design best suited to 
)"Our fieure and features, buyine clothes for satisfaction, what to txpt'Ct of 
various fabrics, and repair and alteration of clothing. Study is adjusted to 
the demands of the class. 7 "IIN_"t dim II ~tti-11 (Vtth 

4431. INTERIOR DECORATING 

Thest meetinp will deal with the creation of plea53nt, uSt:ful, up-to-date 
home interiors. Discuuions will be adlPted to the needs and desires of the 
group. A POrtion of each meeting; will be devottd to demonstrations, IKtures 
~ . d· . moVIes, and tht remainder of (ht time \\'ill be used for group ISCUSSlon, 
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questions and work on indi\'idu:d problems. Jf th~ lroup desires, th~ follow. 
inl5ubjttts will ~ consjd~rt'd: makin&: the best of whar OM has; providing 
each mtm~r of the family with a plzec lor his (.vorile aC1iviuo; ~rsonaljlY 
in ho~ drroralion; treatment of walls, tloon and windows; consistency in 
51)"lc. including period luminm:: refinishing and rebuildin, old furniture: 
slipco\·t"rin&; and pictures and accessories.. 

4501. HOME PLANNING 

Increasing numbers of tmploy«:s an: yiuliy concerned with the mlny 
problems of pllnning, building, buying, or remodclina; • home. The object 
of this course is 10 acquaint interested individuab with thc proper Imowlcdge 
rdated to the sdtttion 01 site and house plans; sound finanein&:; important 
details of construction; various types of heating; plumb;n, and electric.1 
facilities; modern appliances; landscaping. Each subjt'Ct will bt: pre5(nted in 
!Kture form by individuals who are spcciali7.ed in the particular field. Fol
lowin, tach It'Cture, there will be :II general discussion period durin&: which 
the students may ask questions of the guest speabr. 

I "'11"-'11, rI.u • ... 'u~u fII:ul, 

4511. ARCHITECTURAL DRAWING 

It is not unusual that somt:timt: in a man's life, he ~ an ardent desire 
to build a horm of his own. A feding of community importance, sell-sati.
faction, and family interest, come to the man who is livin&: in his own home. 
If he plans his Own home, and closely follo,",os it to completion, to the other 
interests is added an dement of pride. The aim of this cl.l.S$ is two-fold: fint. 
to &:ive the Student a practical concq)fion of archittctural construction and 
methods of drawing, and SttOnd to creare in him a desire to build a home of 
his own thar wiII combine beauty and utility. PUkEQUlStTE: M«hanical 
Drawin&: I or equivalent. I ".II,,-1vIf (ItIIUI. fll:U~U _Il, 

4512. ARCHITECTURAL BLUEPRINT READING 

This class follows very closely the architt'Ctural drawing class in that the 
drawings made by the architect or draftsman are presented in blueprint form, 
and the symbols, characters, etc., indicated on the prinrs have a special mean
ing. The interp~tation and meaning of all symbols lor hut in" plumbin" 

TIr;dinl M~Qnl Winninl 
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electrical work, air conditioning, landscaping, and other ~Iated subjects will 
be identified and translat«l into quantities and values. 

z ",UrI_fl, dllJJ /I vtul-n wub 

451). ARCHITECTURAL SPECIFICATIONS 
This class complC'mentl the Architectural Blueprint Reading and Draw· 

ing clust'S duc: to the need for necessary information to propt:rly interpret 
the drawings and prints. All infonnation cannot be contained on the draw
ings; SO it becomes nec~ary to supplement them with written instmctions 
and descriptions of methods of construction, quality and type 01 material to 
be used and a fully explained statement as to what the contractor shall do to 
build or crttl the Structure desired. Spttifications under this heading will be 
disctased, criticized, explained, changed, eIC., as may suit the panicular 
problem. All work will be limited to residential plans only. 

2 "lIr_"r dall II wui-a wtdl 

4521. GARDENING AND LANDSCAPING 
Increased interest in home gardens and home planning and improvement 

has prompted the offering of a course in practical gardening and home land· 
scaping in sufficient time to permit application in the Spring. This course 
will coYer a variety of interesting subjects including: vegetable gardens, 
seeds and plants, hot beds and cold frames, fertilizers, garden maintenance, 
insect and disease control, strawberries and bramble fruits, lawns, walb and 
drives, bulb and annual gardens, and perennial gardens. 

2 !,ollfl-illlt dOli 0 "'!lti-a <uJft~J 

4601. PHOTOGRAPHY I 
Photography offers a medium of expression which represents in some meas

ure our f~lings and desires. The interest evinced in photography has made 
it one of America's favorite avocations. In this course there will be an oppor· 
tunity to improve personal photographic technique. The lecture and demon
stration course will cover the developing and printing of pictures as well as 
the history and theory of photography. Some of the other subjects covered 
are: uses 01 lenses, camera technique, enlarging, portrait and studio lighting, 
Rashlight photography. and composition. So far as possible, practical demon
strations and laboratory work will be given in these subjects to make the 
course of greatest interest to the beginner. 

No Man Efltr Attaintd Grtatnul Who Did Not Think/or Himull 
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462J. ART APPRECIATIO:-; 

'Vh" i$ :1rI? Wh~n is it 200d and when not? Thest controversial ques
liom un be .pproach~ throuch study of the ouut,ndin, woru of thc PHI 
and of today. Throueh dcmonstnnions and iIIustratw Imures this course 
SUrH')'! the entire range of craphlC and plutH: Irt, includinc dr. .... ;n'. paint
ing. sculpture, architecture, ro~n:i.1 Irt, ad\crtuinc b)'OUI, and indus
trial design. It is iOlcndrd not ~rdy to provide ('uhural backcround, but 
also to gi\'C~ thc bhj~ for appl) illt:; principlts of art in businns, in the home, 
and in c\'eryday lik 

4633. ~IUSIC THEORY 

In answ('r to man}' r~u~ti, a course in music theory is I,.in offcrt'd. This 
subjrct presents thc fundatn(nuls of mu~ic. inciudinc • ImowlC'd,c of noll

lion and tuminology co\-crin& ,II ~i&ru and symbols from the lines and sp.ttI 
to the first s((~p) in hannan),. Through this 'tudy, persons who are musically 
inclined, and dhire to know these fundamenuls, can incre~ their knowl
edge and ttthniC.11 appreciation oj music. 

4635. ~IUSIC READII'G 

This course prO\'id~ ad\'lnced nud)" for both vocalists and instrumental. 
ists ""ho ha\t completed the COUrK In Music Thtory. (Thtory leaches one 
10 rlnlgnize and define the three names of each note, all siinJ and symbols, 
etc., in a thtoretical manner.) Music Reading enables one to read, to inter
pret, 10 understand, to get u~rience through sin&;ing, to acquire the poWer 
of hearing the printed page through the eye and of "'Xin&; it throu&;h the ear. 
Rhythm in all forms will be Ihoroua;hl), dijCu~ and systematically drilled. 
The vilal matter in music readini is the power to a;et thouCht from the rep
resc:ntation, and II demands mathematical accuracy of thoucht and instan
taneous transfonnation of thou&;ht IntO oral uprmion. PaEJt.2QVtSITB: 
Music Theory or the equivalent. 

Learn 10 Uu Knou.:1cd,c 
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HI I. CURRENT AFFAIRS FORUM 
The aim 01 this course is to kttp abrelSt of as many important events and 

is.sues as possible by IcclUre, illustration, and discussion in a thorough and 
objective manner. In this course the news and e\'cnts will be analyud, dis
cussed, and diicstcd, and thtir implications to our future emphasized, Exam
ples 01 events and issues may be: houSini, recreation and leisure time, sci
entific prOiress and its effect on our social living, conservation of natural 
resources, education lor all, group controls vtrsus individualized controls, 
politics, plannin&, locaJ problems, the peace and rccolwersion, population 
trends, crime, health for all, etc. A well-infonned, alert citizen makes a 
better citizen. Text mattrial will be assigned from Thinl ma&azine, pamph
letS, articles, radio, illustrations, and other sourcu. 

~ II,Mr,_,., tllJU If U'Ui-/J U'U~, 

, , , 

Education it.falt, Mtn Afore I'aluabh 
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6521. ELE~ I ENTARY ELECTRONICS 

This is tht first course to be offtrrd for correspondcna: study under the 
atcnsion pl'O&nm. Othu courses an: now in PlTParation and will be. an
nounctd when available. 

[Itttronia by prcst:nt USI&f: may be. defined as a .orner dcaJin, with tbe 
attion of e1tttrons in vacuum at gas-filled tu~ Because of the: rapid ex
pansion of the field of elearonio, this l ubjC'Ct is rcC'tilo'inl widespread aucn
fion. In this course, the theories im'Oh'ed and the principltt of ~r.tion of 
the v.now eitttTOn tubes arc explainni thomuehl,. The lmons u~ in this 
course hne b«n pr~.red by the IBM ~.rtffiC'nt of Education. These 
lmons arc profusely illustrated Ind provide d~uiled explanations of phe
flOIJ)(nl which miCh! otherwise be. coruidued difficult to undenund. Con· 
sidtrable amntion has betn gh·cn to the dimination of all non-cssc'ntial 
m.th~.tics. 

Naturally, Ihe usc of SOItK mathematics is nttess.ary, and enrollees should 
hne a knowledge of eietnUltary a1,ebra and hi,h IChooJ physics or eiemtn
tary electrical principles. 

While dusroom study wi1h ditcussion and practn is 1M best method of 
studyin, a ne", subjttt, there are occuions whm this method is not feasible. 
A home study extension course is the ahernati,'c, Corresponde.nce study has 
the advantage of adaptability to your own requirements. You can study as 
often as you desire. according to the time available to you for study. 

You may enroll in this course It any time of the )'ear. Enrollme.nt cards 
may be obtained from your manl,rr. After filling in In enrollment card for 
this course, return it to your mlnqer. who will send it 10 the Division of 
General and Vocational Education in Endicott. New York. 

After rettipt of your enrollmen! card. we will mail to )'OU: a textbook. 
five lessons, stationery, and a booklet containin&: general infonnation about 
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the coum:. After stuU)ina: thc fi""1 It~'IOn and the Is:.igncd panion of thc 
Itxt indicatro I' the bqinnina: of thL\ It'o-.on, ) 'OU mu~t write the answers to 
the tt'n quC'\tion! a, Ihe end of the ItuI)n on thc ~tuionC'ry supplied to you. 
" 'hM we rKt'i\C~ ,hi, amW('f pa~r. we will grade it Ind return it to )"OU 
together wun Itt....,n si,;. \Ve will ~l1llltlJilionalle'l<'()1lS to you ::IS we recei\C~ 
)'our Inswu PIpt'rJ. Tow )Oti will .Iwll" hl\'(, tiu= new Its$ons 011 hand for 
~tud)' lit .11 timn. '1,(, completc cour~ con~i .. t~ of 24 losol\!l. 

In order to t~t your progrt'a, regular quinn basro on the IC:<t Ind thc 
lesson\ are ,h'en .flrr thc completion of ('I(h fh'C' 1 ~'iOns. Th~ quizzes arc 
of the muhiple-choice ()'pe and are to bt: anJwered without thc lid of the text 

or the ItsIOos. 
Emplo)'ccs 5utt~fully complrting this course will recei\"e a certificate of 

the qme t,pc a~ that gi\"Cn for all other IUl\1 Kencral education subjects. 
In addition to this, cretlil of three units will be Kivell toward an IBM Ken

eral education ccrtitiute. 

, , , 

A ,11inull' lias No Nl'lnlivl' Qunlilil's 
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EICC1ric A!'COUntin, ~tachint Praain 1.11 

[Ita ric Kc) Punch Practice 

Elcaric:al Cin:ui' D"CraIN 
Electrkil} I-II 

[Imlmll". Elmronia (EJ:lnWoa) 

En"nnrinc Eltctron;c, I-II 

Engin«rinc Forum 

£ncinHlini Mtthlnia 1.11 

FirM Aid I-II 

French 1-1I-1I 1-IV 

Fundllmmtal. of IUdio Openling '.11 

Fundamen' ll, of Radio Thtory 

Cardeninl and Lanchapin& 
German I_II 
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Grinding Theory 1·11 

Hom~ PI'nnin, 

IBM Produtt1 

IndUllri.1 Aocoun1inl 1·11 

(nd lm,i.IOrpninlion 

IlIlcriot Decor'lin, 

SUBJECTS 

Lalhe .nd Hand Screw Machine Theory 

Manuf.C1urinl Control 

Meeb.nk.1 and Elcaric:.1 Principl~ 

Mecb.niul Drawing 1·11 

Mel.Hurl)' 1· 11 

Milling Theory 1·11 

Modun Shop ThfOry 1· 11 

Millie Rudin, 

Millie Thftll)' 

Office Principiet and Practice 
PhilOlOphy 

Phologl'1llphy I 

Plulta I- I! 
Plul;cs Dnign I-II 

POrlugune 

Prlctic.1 En,lhb 

Puelle.! Psychology 

Preci,iOfl Mea_uremenl 1·11 

Prr-Enp;inccring ro.hlhcmlltiCi I-II 

Princ:ipi" and .. \pplic~"ion. of Ihe AUlOmlilic Curi.gc 

Pr;ncipJ" of EconomiCti I-II 

Production I1lu!lr.lion 1-11 -111 

S«:rrtui.1 Practice 

Shop M:uhrm:atiCi I-II 

Shonhand 1-11-111 

Spanish J-II-III-IV 

5111;llic.1 Quality Control I-II 

The IBM Card 

Tht Slide Rule 

TnnlC:riplion 

Ty~wriling I-II 
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