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Student Self-Assessment 

Name: ___________________________________________________________   Date: ________________________ 

Please check all that apply:  

1. How do you study during a typical week?

� I read all the assignments. 
� I read part of the assignments. 
� I review notes and power points. 
� I watch assigned videos. 
� I study alone. 
� I study in a group/with someone. 

2. These are some of my study habits:

� Reading the assigned chapters. 
� Reviewing class outlines, notes, power points. 
� Reviewing only objectives and highlighted areas in the text. 
� Reviewing the assigned videos. 
� I have a daily study routine. 
� I study here and there based on my school schedule, work, and family. 
� I often get distracted when I am trying to study. 

3. Organization and time management skills:

� I am organized and can manage my time well. 
� I have trouble organizing my materials. 
� I have trouble keeping track of assignments, due dates, and quiz/exam dates. 
� I keep a calendar. 
� I plan to study but run out of time. 
� I procrastinate until the very last minute. 
� I try to study but get distracted. 
� I have difficulty focusing on studying. 

4. I have the following responsibilities:

� Work (number of hours per week) _______________ What shift? _______________ 
� Family 
� Anything else? 
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5. My test taking strategies include:

� Reading the question more than once. 
� Identifying all the wrong answers before selecting. 
� Watching for negative words (such as except). 
� Changing my answer frequently. 
� Picking out which answer is not like the others. 

6. My exam experiences include:

� I have significant test taking anxiety. 
� I am one of the first students done. 
� I am one of the last students done. 
� I feel the pressure to hurry and finish. 
� When I change my answers on the exam, I often change to the wrong answer.  

7. My impression of why I performed below my required score is/are:

� I misread questions. 
� I misunderstood questions. 
� I read too much into the questions. 
� I missed important key words. 
� I did not remember the content. 
� I did not understand the content. 
� I guessed wrong. 
� I changed my answer. 
� I marked the answer wrong accidentally. 
� I did not read all the responses carefully. 
� I did not have time to study. 

8. Are there any other factors you feel have affected your performance?

Plan for success:

� Develop daily study habits, such as: ________________________________________________________________ 
� Develop test taking strategies, such as: _____________________________________________________________ 
� Participate in study groups or work with a study partner. 
� Visit tutoring services. 
� Create a daily schedule to manage time and organize study schedule. 
� Other: _______________________________________________________________________________________ 

1.1.1



Study Groups 101 

As you consider ways to improve your academic success, look to your classmates! Study groups can be very 
helpful. When you work together in a group, everyone benefits through active involvement while focusing on 
the course content, discussing challenging issues, and learning how to be a group/team member.  

What an Effective Study Group Looks Like 

Choose members carefully: 

• Ask students motivated to learn, have similar schedules to yours, and who you feel would be easy to
work with for the semester.

• Study groups work best when they have between 2-4 members.
• All members must be committed to meeting frequently, being on time, and contributing effectively.

Determine your group goals: 

• Discuss what you want to achieve through the group and write down your goals.
• Make sure everyone has a copy of those goals.

Outline group rules: 

• Determine when, location, time and how often you will meet.
• Set up guidelines and make sure to exchange phone numbers.

Identify what to study and how you will study: 

• Consider a Q&A review of the content at the beginning of the group. Each member should be prepared
through studying and review to contribute.

• Bring questions you may have to the group, especially on content you do not understand.
• Use your textbook questions, found at the end of most textbook chapters, to discuss with other.
• Develop a group concept map of the key ideas and share with each other.
• Be a good and respectful listener.
• If someone in the group is off track and you think they may be wrong, ask for textbook clarification –

check the facts together.
• Plan to do something fun after the big exam, like meeting for lunch or coffee.

Study groups can be a big help to students if they are formed and run using some guidelines. Have fun and 
study hard! 
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 Study Strategies 

Time Management 

• Understanding how you CHOOSE to spend your time, setting goals and prioritizing, and having the motivation to
DO IT!

• Develop a weekly schedule and included timeframes for everything you want to accomplish. THEN create a daily
schedule that includes everything.

• Prioritize your goals and commitments.
• You must build in some flexibility to your schedule to accommodate unexpected surprises and issues.
• Get organized and stay organized.

Studying at Home 

• Do not study in a place where there are distractions (distractions may be a person, technology, noise level,
disorganized workspace).

• Maintain balance, and make sure to eat right and get some EXERCISE (both contribute to a healthy lifestyle and
better brain function).

• Get some sleep (sleep deprivation does not help your ability to retain information and may increase your
anxiety).

• Do not sweat the small stuff.
• Take responsibility and accountability for YOUR learning and make it a priority.

General Study Tips 

• Study to LEARN and UNDERSTAND, not just memorize.
• Use a variety of study materials and methods (reading textbook, notes videos, flashcards, chapter questions,

study group discussion, etc.).
• Study for 30-45 minutes, then take a break (play with your pet, check your texts/emails, read to your children,

eat a snack).
• After 15 minutes, you MUST return to studying.
• Pick what works for YOU and study with that in mind.
• If you are struggling, seek help early (instructor, tutor, retention specialist).

Textbook Strategies – PARROT Reading 

1. Preview: Look over the assignments to get familiar with the material. Look at illustrations, tables, headings, and
things that stand out in your book. Page through assigned reading (to determine how long it might take to read).

2. Ask: Ask yourself if anything is familiar. Ask yourself what you may already know. Ask what you need to learn
from the reading. Ask “why” something happens and make connections.

3. Read: Read the content without highlighting or taking notes first, focus on key points and concepts, and things
that were emphasized in lecture.

4. Recite: Check your comprehension by summarizing what you just read. Say it out loud, in your own words.
Explain the material to yourself.

5. Organize: Now take notes on what you have learned. Use an outline, study cards, concept map, or any
organized method that you understand.  DO NOT TAKE NOTES ON WHAT YOU ALREADY KNOW. Focus on
recalling and understanding information that is unclear, and complex.
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6. Test: Complete the study questions, or use online sources, such as Quizlet, flashcards, Kahoot!, to determine
what you have learned. If you can answer questions successfully, move ahead. If you have answered questions
incorrectly, go back and review what you got wrong. DO NOT STUDY WHAT YOU KNOW.

Preparing for Class 

• You will retain much more from class if you spend some time preparing BEFORE you come.
• Read or skim your assigned readings, focus on the objectives, highlighted/bold content, key terms, and key

points.
• Your brain needs repeated exposure to content for a solid understanding of the material.
• Eat before class, and come prepared with notes, handouts, and questions.

In Class 

• Take good notes.
• Anything your instructor writes on the board should appear in your notes. (Your phone camera can help you

with pictures of the board notes)
• Highlight or underline important/emphasized content on power points, notes, or handouts.
• Be an active learner, ask questions, especially if you are confused.
• If group work is assigned, participate fully. You will learn a great deal by discussing and interacting with other

students.

Daily Studying – The Four R’s - Review, Read, Repeat, Retain 

• Repeated exposure to material is required to fully understand and retain the information.
• Review before your lecture.
• Review your notes for 10-15 minutes immediately after your lecture.
• That evening, review your notes thoroughly, and review the assigned textbook reading, handouts, and videos.
• Healthcare lessons build on everything from the moment you start class one! So, the better you are at learning,

understanding, and retaining information, the better you will do on your exams.
• If you are a part of a study group, meet prior to the exam (not the night before).

Preparing for an Exam 

• The key to success is PREPARATION!
• The ideal situation is to keep up with assigned readings, complete practice quizzes/assignments, review

websites, videos, and meet with your study group prior to the exam.
• Do NOT begin to read or study the night before an exam.
• Review the material every night for 20-30 minutes so that you learn and understand concepts (the more you use

and review the information, the better you will understand it.
• The 2-3 days before an exam should be for review (not when you learn material).
• Prepare to read through your notes a few times.
• Spend more time reviewing things that are complex and challenging.
• Do not waste time reviewing the things you already know.
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Career Success Study Plan Recommendations 

Name: __________________________________________   Date: ______________________________ 

o Read textbook, or skim key concepts, before class.

o Record lectures and listen to lecture while going through notes.

o Take notes while reading/highlight key concepts.

o Rewrite notes.

o Join study group.

o Read notes and textbook aloud.

o Make notecards/flashcards/charts/concept maps.

o Take notes and insert pictures/images.

o Make diagrams and fill them in.

o Take frequent study breaks – study 1 hour, 15-minute break, then go back to studying.

o Study with active learners, play games like flash cards, true/false, fill in the blank.

o Take detailed notes on everything.

o Study alone without any distractions.

o Make outlines.

o As you read, repeat key concepts to yourself several times.

o Teach others in your study group. Create a detailed daily study schedule and stick to it – use a planner.

o Adjust your work hours to allow for more study time.

o Current number of work hours _____________.

o Other responsibilities ________________________________________________
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Testing Anxiety 

Test Anxiety is quite common among students in a school setting. Students are so worried how their test 
scores are going to turn out that they experience anxiety, some at levels more severe than others.  

Preparing for a test will decrease the level of anxiety so you can focus on the test without worrying about 
your performance.  

• Develop study habits and strategies that are efficient.
• Manage time wisely, do not procrastinate your studies.
• Organize your study materials to better review them.
• Create a step-by-step approach, look at all the aspects, to better help you prepare for each test.
• Look at your last test, what needs to be improved upon?  What could you have done better?

Here are some more ways to reduce your stress levels: 

• Prepare yourself! Organize and review all materials, make a checklist.
• Do not cram! Studying only the night before will increase anxiety.
• Exercise! This brings blood to the brain and will help you sleep better.
• Get a good night’s sleep! You will feel rested and calm, so you can focus on your test.
• Wear comfortable clothes! This will reduce distractions and keep your anxiety levels down.
• Eat a healthy meal! Feed your brain with fruits and vegetables, processed food disrupts the brain

function.
• Bring a healthy snack and water!
• Be confident! Take the test in stride – view it as an opportunity to show how much you studied.
• Arrive early! Allow yourself more time to relax before the test, examine your surroundings, pick a

place with good lighting and the least distractions.
• Separate yourself from negative thoughts! If other students are expressing their worry, move or it may

increase your anxiety.
• Reward yourself! Lunch out with friends, a coffee date, or an afternoon in the sun relaxing to reward

yourself for your hard work.

During your test, make sure: 

• Read all instructions – ask for clarification before you start answering questions if necessary.
• Check the time for the test, then estimate how much time you can spend on each question.
• Wiggle! Change your body position to help you relax and focus on the test.
• Stuck on a question? Mark it, skip and move on. When you have answered all the other questions,

come back, and use your test taking skills to choose the right answer.
• Do not get flustered! This is not a race! Take as much time as is available for your test.
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When you have completed the test, review how you did. 

• Think about what worked, make a list, and use it to prepare for the next test.
• Make a list of what did not work and what needs improvement.
• Review all your study strategies. Which ones worked? Which did not?
• Celebrate! You are one step closer to overcoming test anxiety!

One more thing: 

If you suffer with test anxiety, make sure to express your concerns with your instructor far in advance. They 
might be able to go over the material with you or recommend a tutor/mentor that can help you study and 
review.  

Happy Testing! 
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Test Taking Strategies – Multiple Choice Questions 

Test Day 

• Arrive early
• Avoid discussing material with other students
• Scan the entire test
• Jot down memory aids
• Pace yourself

How to Read Multiple Choice Questions 

• Read the entire question carefully.
• Try to understand what the question is asking.
• Answer only what is being asked.
• Look for key words.
• Spend time thinking about possible answers before looking at the answer choices.
• Review the answers and if your answer appears in your answer choices, it is probably correct.

Narrow Down the Answers 

• If you do not know the answer, start narrowing down the choices by eliminating the answers you know
are not correct.

• Choose the answer you believe best fits the question. This will increase your chances of selecting the
correct answer.

And then there were two…. 

• Once you have narrowed it down to two possible answer choices, analyze the two options.
• You must like the whole answer, not just a part of it, to choose it.
• Check the key words in the question.
• Use common sense and logic if you cannot decide on an answer.

Helpful Hints 

• If you do know the answer, make an educated guess.
• If you have not heard or read that answer in your textbook or notes, it is likely not the answer.
• Absolutes are often wrong (always, never), words like usually, often, frequently, are right more than an

absolute.
• Which of the answers is not like the others – odd man wins.
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DO NOT go back and change your answer 

• Many students second guess their choice, go back, and change the answer.
• Typically, your first choice is the correct one.
• Example of how to Answer a Question
• Read the question carefully.
• If you know the answer immediately, answer it, and move on to the next question.
• If you do not, skip it, mark the question so you know to come back to it later.
• Do not stress because you did not know the answer. Simply move on.
• Repeat this pattern until you get to the end of the exam.
• Take a deep breath, say “I know this” and go back to the questions you skipped.
• Give yourself extra time to think about the question, consider each answer as an option, and then

choose the answer you think is best.
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ALTS BOM 

CAD CFD 

CHANGE 

REQUEST 

CM 
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Commercialization Consigned 

Costed BOM DFM 

DFMEA DHF 
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DVT EAU 

EBOM ECO 

EVT FEA 
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IP ISO 13485 

ISO 9000 
Lean 

Manufacturing 

MBOM MOQ 
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Multi-Level BOM 

 

NPD 

 

NPI 

 

ODM 

 

OEM 

 

PLM 
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Prototype PVT 

Reference 

Designator 
Rework 

RFI RFP 

. 
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RFQ RMA 

RoHS Single Level BOM 

Six Sigma. 
SKU 
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SOP Sub-Assembly 

Supplier Tolerance 

Tooling TTM 
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Turnkey UL 

UOM VMI 
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ALTS 

Alternative Components 

Components that can be substituted for those 

initially specified without compromising 

performance in an effort to reduce cost or lead 

times.  

BOM 

Bill of Materials 

The complete list of all the material and 

parts that a manufacturer needs to create a 

certain product.  

CAD 

Computer Aided Design 

A specialized graphics software used to design 

a part or work piece.  

CFD 

Computational Fluid Dynamics 

The examination of fluid flow in accordance 

with its physical properties such as velocity, 

pressure, temperature, density, and 

viscosity.  

CHANGE REQUEST 

A request specifying proposed modifications to 

the manufacturing process or equipment 

CM 

Contract Manufacturer 

A manufacturer who contracts with 

companies to make certain components or 

products over a mutually agreed period of 

time.  

Commercialization 

The process by which a new product is 

introduced into the general market.  

Consigned 

Partial outsourcing in which companies are 

able to retain some of the inhouse controls 

over the manufacturing and supply chain 

process.  

Costed BOM 

The bill of materials including the component 

costs for each component of the product.  

DFM 

Design for Manufacturing 

The practice in which ease and cost of 

manufacturing, as well as quality-assurance 

issues, are emphasized during the product 

design stage.  

DFMEA 

Design Failure Mode Effects Analysis 

An analytical technique used by a design 

responsible engineer or team as an effective 

means to identify potential failure modes and 

their associated causes, assign a risk priority 

number and address ways to mitigate the 

potential failures through enhanced process 

controls or increased detection controls. 

DHF 

Design History File 

A document mandated by the FDA 

containing all of the product development 

documentation pertaining to a finished 

medical device 

DVT 

Design Validation Test 

Using one design configuration to build a small 

quantity of nits using proper production 

processes and put them through strenuous tests 

to ensure durability and reliability.  

EAU 

Estimated Annual Usage 

The quantity of a component or material 

used in a year, multiplied by its unit cost. 
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EBOM 

Engineering Bill of Materials 

Defines the finished product as it was originally 

designed by engineering, including the items, 

parts, components, sub-assemblies and 

assemblies.  

ECO 

Engineering Change Order 

A documentation packet that outlines the 

proposed change, lists the product, or parts 

that would be affected and requests review 

and approval from the individuals who 

would be impacted or charged with 

implementing the change. Theya re used to 

make modifications to components, 

assemblies, associated documentation and 

other types of product information.  

EVT 

Engineering Validation Test 

Combining works-likes and looks-like 

prototypes to ensure all functional requirements 

are to spec. The goal here is to finalize an 

intended design to weed out any hardware 

failures.  

FEA 

Finite Element Analysis 

The simulation of any given physical 

phenomenon used by engineers to reduce 

the number of physical prototypes and 

experiments to optimize components in 

their design phase to develop better 

products.  

IP 

Intellectual Property 

A collection of ideas to which one has rights, 

and for which one may apply for a patent, 

trademark or copyright. One type of IP, 

industrial property, includes patents for 

inventions and industrial designs. 

ISO 13485 

An agree upon standard that sets the 

requirements for a quality management 

system specific to the medical device 

industry.  

 

ISO 9000 

An international quality-process auditing 

program, based on a series of standards 

published by the International Standards 

Organization through which manufacturing 

pants receive certification attesting that their 

stated quality processes are adhered to in 

practice.  

Lean Manufacturing 

An act of continuous improvement within a 

business to be environmentally responsible 

by reducing the seven wastes often 

occurring in manufacturing so the quality, 

cost and production time can all be reduced 

when manufacturing a part.  

MBOM 

Manufacturing BOM 

Contains information on all the parts and 

assemblies required to build a complete and 

shippable product, including all the packaging 

materials required to ship the finished product 

to the customer.  

MOQ 

Minimum Order Quantity 

The lowest quantity of a certain product that 

a supplier is willing to sell.  
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Multi-Level BOM 

Also know as the indented BOM, shows the 

hierarchical structure of assemblies and their 

related parts and components. It is nested list 

whose parts or items are listed in two or more 

levels of detail to illustrate multiple assemblies 

within a products BOM’s.  

NPD 

New Product Development 

The early development to finalize the 

product design, requiring many iterations to 

get the product ready to hand off to 

operations.  

NPI 

New Product Introduction 

Like NPD, NPI focuses more on getting 

operations tams and supply chain partners 

aligned around the final released product design 

to effectively plan, produce, and ramp to 

volume production.  

ODM 

Original Design Manufacturer 

A company which designs and produces a 

product according to their own 

specifications. 

OEM 

Original Equipment Manufacturer 

The company responsible for designing and 

building a product according to the buyer’s 

specifications.  

PLM 

Product Lifecycle Management 

The integration of all aspects of a product, 

taking it from conception through the 

product life cycle to the disposal of the 

product and components. This typically 

lowers the cost and speeds the time to 

market (TTM) for new product 

development.  

Prototype 

A first or preliminary model of a product from 

which other forms are developed.  

PVT 

Product Validation Test 

The first official production run, with units 

ideally passing all tests and proving suitable 

to sell.  

Reference Designator 

Identifies a component within an electrical 

schematic or on a printed circuit board (PCB) 

Rework 

Fixing defective products so they pass final 

inspection. 

RFI 

Request for Information 

A preliminary document used by companies 

that don’t understand the marketplace they’re 

about to enter 

RFP 

Request for Proposal 

A document asking vendors to propose 

solutions to a customer’s problems or 

business requirements. This usually follows 

an RFI. 

RFQ 

Request for Quote 

A detailed document drilling down to the exact 

specifications required by the company and the 

cost of the service or product. These are more 

specifically focused on a cost estimate that an 

RFP may contain.  

RMA 

Return Material Authorization 

An authorization from a manufacturer for 

their customer to return products that do not 

meet the required specifications.  
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RoHS 

Restriction of Hazardous Substances 

Restricts the use of specific hazardous materials 

found in electrical and electronic products.  

Single Level BOM 

Represents one level of an assembly and 

does not include any lower-level assemblies 

Six Sigma 

A set of management techniques intended to 

improve business processes by greatly reducing 

the probability that an error or defect will occur. 

SKU 

Stock Keeping Unit 

A product code that can be used to search 

and identify stock on hand from lists, 

invoices, or order forms.  

SOP 

Standard Operating Procedure 

A set of step-by-step instructions complied by 

an organization to help workers carry out 

complex routine operations with efficiency, 

quality, and uniformity.  

Sub-Assembly 

A unit assembled separately but designed to 

be incorporated with other units into a 

larger manufactured product.  

Supplier 

Anyone who provides goods or services to 

another entity. 

Tolerance 

A range of dimensions that is given for a 

certain part labeling how close a part must 

be made to that specific dimension.  

Tooling 

The tools and equipment that help industrial 

personnel make product parts of consistent size, 

shape, and quality.  

TTM 

Time to Market 

The period of time from the start of design 

and development work to commercial 

product availability.  

Turnkey 

A compete manufacturing function that 

provides all the manufacturing and supply chain 

services.  

UL 

Underwriters Laboratories 

A global safety science company that tests 

the latest products and technologies for 

safety before they are marketed around the 

world.  

UOM 

Unit of Measure 

A physical unit, such as kg or meter, used to 

quantify the inventory of items in stock.  

VMI 

Vendor Managed Inventory 

Materials, components, or sub-assemblies 

managed and replenished by on-sire 

vendors with whom the plant has 

prearranged purchasing agreements. The 

supplier take responsibility for the 

availability of supplies.  
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Writing Step by Step Instructions 

Part 1 - You may need to explain or write step-by-step instructions for a task you perform in the 

workplace. Writing clear, concise steps will be important to the person following those steps. 

Follow the instructions and sequence the steps with the activity below.  

Number the tasks for the correct order in which they are done. 

Step Task 

Make sure the load is balanced and secure 

Check for overhead obstructions 

Back out, stop completely, then lower load. 

Make sure forks are positioned properly. 

Raise the forks to the proper height. 

Bring the forks all the way into a pallet and tilt the 

mast back to stabilize the load before moving. 

Make sure the load does not exceed the capacity 

of your forklift. 
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Part 2 – Obtain a task from your instructor and write the step-by-step actions to complete the 

task.  Use the following table, adding another sheet of paper if needed.  

Task: _____________________________________________ 

Step Action 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 
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Instructor Key 

Part 1 Sequential Order 

1 Make sure your load does not exceed the capacity of your forklift 

2 Check for overhead obstructions 

3 Raise the forks to the proper height 

4 Make sure the forks are positioned properly 

5 Bring the forks all the way into a pallet and tile the mast to stabilize the load before 

moving 

6 Make sure the load is balanced and secure 

7 Back out, stop completely, the lower load 

Part 2 – Tasks 

Cut out into strips and randomly assign to students.  These are a few task ideas, add to list, 

depending on number of students in class.  

Making a chocolate fudge sundae with nuts and 

cherries on top 

Cleaning the refrigerator 

Tying your shoes 

Backing out of the driveway 

Taking a telephone message 

Building a bookcase 

Assembling a chocolate cake 

Making the bed 

Eating watermelon 
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5 Styles of Note Taking          Name __________________________________________ 

The FIVE Best Notetaking Strategies 

1. Cornell Notes Strategy
i. Divide your paper into three sections (see example below).
ii. The RIGHT column is the largest and for your INITIAL notes.
iii. The LEFT column is used to review your initial notes and record key points, terms other

clues you may need to recall the information.
iv. The BOTTOM column is a reflection section or summary of your notes.

2. Mapping Strategy
i. This is best if you are a VISUAL learner.
ii. Looks like a flowchart, that helps you identify relationships between concepts, phrases,

and key terms.
iii. Place the MAIN idea in the center of the page (see example below).
iv. As you read, use lines or arrows to link the supporting information to the main idea.
v. You can link further information to the supporting information.

LA/Writing Outcome 3
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3. Charting Strategy
i. Determine the number of COLUMNS and ROWS needed with appropriate HEADINGS

for each topic (see example below).
ii. Use the columns to record important phrases, terms, and ideas by placing the

information under the appropriate heading.

4. Sentence Strategy
i. This is a LIST making strategy to record important information as you read (see

example below).
ii. Each sentence is a main point or important concept.
iii. Number each sentence as you take the notes, so you can distinguish between the

different concepts.
iv. To make it easier to review your notes, rewrite and organize the sentences into

categories or themes.

5. Outline Strategy

LA/Writing Outcome 3



Prepared by: D. Karavites‐Uhl 
Adapted from Colorado State University; Effective Note Taking Tips and Strategies  

 https://www.csum.edu/university-advising/media/effective-note-taking-strategies.pdf 

i. This strategy is an ORGANIZED version of the Sentence strategy.
ii. When you rewrite your notes, you can format an outline in Microsoft Word using the

Outline format under the VIEW tab.
iii. The first sentence is the main idea, and each additional sentence is a supporting

statement (see example below).
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Jigsaw – Trellborg Sealing Solutions Streamwood Handbook 
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Group Recorder Group Spokesperson Letter/Page of Handbook 

Section Main Idea Vocabulary to Define 
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Keeping a Daily Log 

Keeping a record of what you do throughout the day makes you more accountable for your work. 

You might need a reminder where you left off after taking a break. Most humans are notorious 

for misjudging the time needed to accomplish a task. A log helps to remind you what you did 

accomplish for the day and what may need to be done the next business day.  

Your assignment is to keep a log for one full day. Complete the chart below and bring it to the 

next class session.  

Date: 

Activity Time Spent Comments 

Total Time Spent:  
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Read the above ad for JT Industries pick-up and delivery schedule.  
 

1. It is 2:30 pm on a Thursday, when can you expect to get your next delivery?  
 
 

2. What day(s) of the week and �mes can you send an employee to pick up parts?  
 
 
  
 
 
 
 
 
 
 
 
 
 
 

1. Which of the dog coats will cost consumers more once the store mark-up has been 
applied?  
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Pick Up & Delivery Schedule 

Monday through Thursday  
Delivery & Pick Up                                      6:00 am to 12 noon 
Pick Up Only                                                1:00 pm to 3:00 pm 
 
Friday         
Delivery & Pick Up                                       6:00 am to 12 noon 
Pick Up Only                                                 1:00 pm to 5:00 pm 
 
Saturday        Pick Up     Only                     6:00 am to 12 noon 
 

Closed on Sunday 
 

Item Descrip�on Box Qty. Price Per Box 
#32857 Green Dog Coats 

(10-15 lbs.) 
6 $90.00 

#97364 Green Dog Coats 
(16-25 lbs.) 

6 $150.00 

#28475 Red Dog Coats 
(10-15 lbs.) 

6 $120.00 

#59752 Red Dog Coats 
(16-25 lbs.) 

6 $180.00 
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1. Why does Jasper Smith want �me off?  
 

2. How many days is he reques�ng?  
 

 
3. How many hours of paid leave will he get?  

 
4. If Jasper works 8 hours per day, and is reques�ng five days of vaca�on leave, how 

many hours will the next paycheck be short?  
 

 
 
 

JT Industries Company Leave/Time off Request 

Employee Name: Jasper Smith      Employee Number:   625-09 
 
Request for:  X Vacation     ___ Sick Leave  ___Family Leave     
 
Dates Requested: From: August 26, 2024  to  Aug 30, 2024 
 
Return to Work:    On: Sept 2, 2024        Date submitted:  Aug 15, 2024 
 
Hours of Paid Leave:  32   Total number of days requested: 5 
 
Approved by: JT Sparks 
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Direct Deposit Authoriza�on Form 
 

Check one:      ___ New     X Change to Exis�ng Authoriza�on 

Name:         Javier Sammy                                     Account # 2847-3864-282 

Company Name:  JT Industries 
 
I am paid:  X    Weekly   _______Bi-Weekly  _______Monthly 

HR/Payroll Department:  JT Industries 
 
_ I want to directly deposit my en�re paycheck into my Savers Bank Account.  
 
X I want to deduct $ $125.00 from each paycheck and deposit it in my Savers Bank Account. 
 
__ I want to cancel my direct deposit/payroll deduc�on from my Savers Bank Account 
 
Savers Bank: Please deposit the money from my paycheck as follows:  
 
Regular Savings:   $125.00 
Checking:               $649.52 
 
Signature: Javier Sammy                      Date:  8-24-2023 

1. What is the customer’s name?  ____________________________________________________ 
 

2. What amount will be deposited into savings? _________________________________________ 
 

 
3. What type of transac�on is this? ___________________________________________________ 



How to Create a Google Doc 

1. Log into gmail.com

2. Clicks: Gmail-computer

3. If information is filled in, and it is not yours, click on the Use another account tab.

4. Once you are signed in, click on the nine (9) dots on the right side of the screen and scroll to find “DOCS”. Click to
open.

5. Click on “Blank” to start a new document.

Type in gmail.com 

LA/Writing Outcome 5



6. Click on “Untitled Document” in the upper left-hand corner.  Name your document.

5. When you have titled your document, click the “Share” button on the top
right.  A screen will appear that asks you – the owner, to add people and
groups. Type in the email address of the person/people you want to have
access to the document.

6. You are the owner, but your people/groups need access.
Click the Restricted tab

7. Choose Anyone with the link

8. Change Viewer to Editor

9. Click Done to send
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End-of-Class Student Survey 

I need your help to make this class better, and I really want you to be 

honest. You do not need to put your name on this. I also ask that you 

think about how you say things. It is fine to offer criticisms or  

suggestions for improvement if you are respectful and explain your 

answers. 

1. I felt challenged in this class.

 Yes, almost always

 Most of the time

 Some of the time

 Not really

2. I got the help I needed so I could do my best.

 Yes, almost always

 Most of the time

 Some of the time

 Not really

3. Name something that helped you learn during this class.

4. What activities and lessons did you like from class?
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Question 4, continued: 

5. What activities and lessons did you not like?

6. Name something that made it hard for you to learn during this class.

7. I felt safe in my classroom.

 Yes, almost always

 Most of the time

 Some of the time

 Not really

Please explain your answer if you wish to share: 
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8. I felt happy in my classroom.

 Yes, almost always

 Most of the time

 Some of the time

 Not really

Please explain your answer if you wish to share: 

9. What should this instructor do differently in this class?
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