
Contents 


Introduction ......................................... 1-5 


Background . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 


Contents .............................................. 1 


How to Use This Book .................................... 2 


Intended Audience . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2 


Task Chart (reproducible recordkeeping form) .................. 4-5 


Home and Work 

Providing Personal Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9-10 


Preparing Daily, Weekly, and Monthly Schedules . . . . . . . . . . . . . . . . 11-17 


Daily Planning ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11-12 


Daily and Weekly Schedules . . . . . . . . . . . . . . . . . .. ....... 13-14 


Monthly Planning .................................. 15-17 


Completing a Weekly Time Card .......................... 18-19 


Planning Meals and Menus .............................. 20-22 


Mail and Correspondence 

Using Common Abbreviations .......................... . .. 25 


Addressing Envelopes ................................. 26- 28 


Sorting Mail . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 29 


Writing Letters ...................................... 30-38 


Thank You Notes .................................. 30-31 


Invitations ....................................... 32-33 


Personal Letters ....... 33-34 


Business Letters ............................. 35-36 


Letters of Complaint . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 38 


Health Care 
Making Appointments ................................. 41-42 


Understanding Prescriptions ............................. 43-48 


Reading Medical Statements ............................. 49-52 


Completing Medical Information Forms ..................... 53-54 


Understanding Managed-Care Options ...................... 55-56 


Identifying First-Aid Procedures ................ . ........ 57-58 


© co
py

rig
hte

d m
ate

ria
l b

y P
RO-E

D, In
c.



Entertainment Choices and Word Games 

Identifying Entertainment Preferences ...................... 61-65 


Making Entertainment Choices and Ordering Tickets ............ 66-70 


Playing Word Games .................................. 71-80 


Print Media 

Subscribing to Magazines . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 83-85 


Reading Newspaper Articles With Comprehension ............ 100-103 


Using Reference Materials ............................. 104-105 


Using Directories ................................... 106-109 


Finding Information in Indexes ........................... 86-95 


Locating Information in the Newspaper ..................... 96-99 


Reading Signs and Maps 

Reading Road Signs ................................. 113-116 


Understanding Universal Symbols ........................... 117 


Understanding Public Signs . . ............................ 118 


Understanding Computer Symbols .......................... 119 


Understanding Signs on a Map . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 120 


Reading Maps ..................................... 121-131 


Employment, Applications, and Interviews 

Reviewing Educational and Employment Opportunities ......... 135-140 


Reading Want Ads . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 141 


Completing Applications .............................. 142-151 


Taking Part in Job Interviews .......................... 152-154 


Restaurants 

Selecting Restaurants ................................ 157-158 


Making Reservations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 159 


Reading Menus and Ordering .......................... 160-169 


Dealing With Problems in a Restaurant .... . ................. 170 


Understanding Restaurant Checks ....................... 171-174 


© co
py

rig
hte

d m
ate

ria
l b

y P
RO-E

D, In
c.



Money and Shopping 

Reading Bills ...................................... 177-180 


Writing Checks .................................... 181 183 


Balancing a Checkbook .................................. 184 


Reading Bank Statements ............................. 185-187 


Designing a Budget ................................. 188-192 


Making Purchases .................................. 193-198 


Ordering by Mail . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . 199-202 


Understanding Discounts and Using Coupons ............ .. 203-206 


Travel and Transportation 

Reading Transportation Schedules ........................ 209-215 


Choosing Appropriate Vacations ......................... 216-217 


Planning a Vacation ................................. 218-227 


© co
py

rig
hte

d m
ate

ria
l b

y P
RO-E

D, In
c.




