VI.

THE SECRETARY'S HANDBOOK IS THE PROPERTY OF
BALL STATE UNIVERSITY.

TABLE OF CONTENTS

(FALL, 2009)

Divider
a1 oo [UTod o] o ST ST PRSPPI I
D] =T (o] S I £ ST U T UR PSP PPRPRP ]
BSU Structure and Organization ChartS..........coceiieiiiinieeese e Il
Forms--Campus (Most CommONIy USEd) .......c.ccveieiieiriie e v
PUDIICATIONS--CaMPUS ..ottt sttt sre et reenne e V-1
SEIVICES-=CaIMPUS ....veevveeiiesieeieetee e et eeae e e ste e ste e aessaesteesseaseesaeeaeaneesreeseeeseesaaensenneenres VI-1
A. Bookstore--Ball State UNIVEISITY .........ccooviiiiieiiiiesieneee e VI-1
B. CaMPUS NEWSPAPETS ....eeeeieieiiei ettt ettt sttt nrb e e nnb e e nneees VI-1
C. (08 11 1o FO TP OP R VI-1
D. CNTIAl STOTES...... ittt ettt VI-2
E. University COMPULING SEIVICES .....ocviiieiiiie ettt VI-2
F. Conferences and Special EVENTS..........ccccviiiiiiiiieie e VI-2
G. Emergency Services
1. AMDUIANCE SEIVICE......iiiiiiieeie et VI-2
2. Emergency--Fire, POLICE .......ccoveieiiecr e VI-2
3. Emergency cleaning service--Custodial ...........c.cccooeviviiiiieieeiecee, VI-2
4, EMEIgENCY FEPAIIS ...c.veeviiiiieiieeie sttt VI-3
5. UNsafe CONAITIONS ....ccvveieiieiieiecee e VI-3
H. Equipment Services
1. BOIrrowWiNg EQUIPMENT ..ot e VI-3
2 Set-ups TOr SPECial BVENTS ........c.coeiiiiisere s VI-3
3. Unwanted eqQUIPMENT ..........coveieiieieeie e VI-3
4 USEd EQUIPMENT ...ttt VI-3



FIOWETS AN IMEMOTIAIS ... eenenenee VI-4

(S 1= Y/ [ USSR VI-4
Locking and Unlocking of BUIldINgS..........ccooieiiiiiiiiniie e ViI-4
Moving--Campus and Departmental

1. FUINITUIE. ...ttt st eneas VI-4
2 BOOKS, 100SE PAPEIS, BLC. ....ciiiiieiiieiieie e s VI-5
3. Re-arrangement of Furniture/EqQUIPMENt...........cccooeviiiniienineniieins VI-5
4 Other items t0 D8 MOV .........coveiiiiie s VI-5

Printing and Duplicating

1. PrINTING SEIVICE......eiiiiiiec s VI-5
2. DUPHICALING SEIVICE. .....ciiiiiecieee ettt VI-5
Repair of Office EQUIPMENT.......ccoiiiiei s VI-6
Reserving University Facilities

1. CONTEIENCES. ...ttt VI-6
2. Meetings, IUNCNEONS, BLC........ccoviiiiiiiie s VI-6
3. SHUABNT CRNLET ...t sre e VI-7
4. Student Center--Making Hotel Reservations...........ccccccoevvivevenviesnennnns VI-7
5. (01 TS {00 0 SO PRR VI-7
Telephone and Postal Services

1. COUNIEE SEIVICE ...ttt bttt VI-8
2. MAIT SEIVICE ....eiviiieie ettt bbb VI-8
3. Request for Mailing Labels..........ccooviiiiiiiiec e VI-8
4. Addressing Campus Mail ENVelOpesS..........ccoviiiiiieiiiee s VI-8
5. BUIK MAITINGS ..o VI-9
6. ZIP Ao VI-9
7. Overnight SNIPPING SEIVICE......cviiiiiiie e VI-9
8. Telephone SErVICE. ..o VI-9
University Libraries

1. UNIVersity LIDFaries ... VI-10
2. Assistance in the University LIDraries..........ccooovvieiencienencneeen, VI-10
3. Hours and Calendar ...........ocoveiiiieii e VI-10
4. Borrowing—General Information ............ccccoevveieiiiiicic e VI-11
5. Faculty/Staff Borrowing Privileges .........ccoocoviriinieniiiie e VI-11
6. Recalls and SEArChes. ........cccoverviieiieiiee e VI-11
7. Library Fines and SEarChes..........ccccuevveeviieie s seese e ese e VI-11
8. Library Circulation ..........cccoveiieie i VI-11
0. (OF: 10 [ @2 | SRS VI-11
10.  Collection and SErVICE ATaS.......ccccvuererrerieereeieseeseeeesreeseeseeseeneens VI-12



11. RETEIENCE SEIVICE ...ocuiiiiiiciiee e VI-12
12. RESEIVE SEIVICE....ccuiiiiieiieie ettt ste e sreenae s VI-12
13. MICTOTOIM SEIVICE ....c.viiviiiiiiee et VI-12
14. INEErlIDrary LOAN ......cociveiiecie e VI-12
15. INSErUCTIONAl SEIVICES.....ooviiiiieiiiee e VI-12
16.  Archives & Special COlECHIONS.........ccceviiiiiiieicieee e VI-12
17. Educational Resources ColleCtions............ccoovvvninienenc i, VI-13
18.  GIS Research and Map ColleCtion............ccceveeieieeiiiie s VI-13
19. MUSIC COIECTION ... VI-13
20.  Architecture LiDrary ... VI-14
21.  Science-Health Science Library.......c.ccccooeveieeieniiesiesie e ee s VI-14
22.  Assistance for Disabled USEIS ........ccovvviiiiieninineiese e VI-14
23. Faculty/Graduate Carrels ... VI-14
24. LOSt aNd FOUNG ....ovviiieiiee e VI-15
25. Photocopiers, Copy Cards, Change, and Readers-Printers.................. VI-15
26.  Seminar and Group Study ROOMS..........ccceeieieeiieiieieeie e VI-15
27. TeIEPNONES ... VI-15
R. University Marketing and CommuniCations..........ccccvevevveresieeneereseeseeeenns VI-15
S. UNIVEISITY TEIEPIEX .. eiiiiiiieiiieie et VI-16
T. Work Request (Facilities Planning & Management)...........cccocevveveviiesieennnn VI-17
VI Terms and DefiNItiONS........c.coiiiiiiiiie it s VII-1
VI Procedures--SeCretarial ............cuiiiiiiiiieiese e VIlI-1
A. (000 ¢ 115 oTo] a0 (<7 o [0l ST VIlI-1
1. Transcription Of DICtAtION........cccooeiiiiiiiicee e, VIlI-1
2. The BUSINESS LA ....oveiiiiicieieee e VIlI-1
a. Letters the Secretary WIiteS........cccovveveieeveiiie e VIII-2
b. Letter STYIES ..ovieieieiee e s VIII-5
C. Blind Photo COPIES ......ocviiiiieiiiieieeeee e VIII-5
d. Addressing ENVEIOPES........cccvovviveieiiece e VIII-5
e. Correct FOrms of AdAress........covvvererenineniseseseeeeeeneeens VIII-7
f. Names or Reference Initials.........cccocoveviiiniiicnc e VIII-7
g. Filenames in CloSiNg LINES........ccoeviieniniieniseseeeeeeee, VIII-7
h. BUIK MaITING ..o VIII-7
. SAIULALIONS ...t VI1I-8
J. Samples of Letter Styles
i. FUIL BIOCK e VIII-12
ii. SIMPHIFIEd ..., VIII-13
iii. Modified BIOCK ..........ccoviiriiiiieie e VIII-14
v, TWO PagE ..o VIII-15
3. The Interoffice Memorandum..........cccooveiieieniene e VIII-18



B. Filing and Finding (Information Retrieval) .........ccccoociiiniiiinice e VI11-20
1. Filing TEChNIQUES .....oviiiiieee e VI11-20

2 Typing LADEIS ..o VII1-20

3. Indexing and Alphabetizing..........ccoeveiieiieiecc e VI11-20

4 SUDJECT FIlING . VIII-22

C. Public Relations ReSponSiDIILIES.........cccoveiivereiieieeie e, VIII-23
1. Telephone ProCedUreS.........ccvceieeie e VI1I-23

a. Incoming Telephone Calls..........ccooeiiiiieiie e, VIII-23

b. Outgoing Telephone Calls ..o, VIlI-24

I. Local Calls.......cooveiiiiiiiic e VIlI-24

ii. Long Distance Calls..........ccccccevvveveiiieiiiiiiic e VIlI-24

@ SUVON ..ottt VIII-24

(b)  Authorization Code.........ccccovvvrvrvnieiieien, VI11-25

(©) Personal Credit Card..........cccccvevvvveiesienenn, VII1-26

2. Receptionist's ResSponsibilities...........cccccevveieiiciecce e, VI1I-26

a. Greeting the Office VISItOr ........ccoocvviiiiiiiiieee e VIII-26

b. Screening Callers ..., VII1-26

C. Handling the Unwanted Caller ...........cccoocovvvevviveieiieen, VII1-26

d. Interrupting a Meeting or Conference ..........cccoccevveveiiennenn, VII-27

3. Scheduling APPOINTMENTS........ooveiiiii e VII-27

D. Office Security ReguIAtiONS...........ccocveiiiie i VII1-28
1. Security Within the OffiCe ... VI11-28

2. Disturbances Within the OffiCe ........cccoviviiiiiii e, VI11-28

3. Emergency Fire ProCedUIES .........ccoviiiriiinieiee e, VIII-28

4. Vendors Visiting OffiCeS ......oovviieiicie e VIII-28

5. Additional Security MEaSsUIeS..........ccccvevieieeiieiiese e, VI11-29

IX. RETerenCeS--SECIEtarial ..........ciiiiiiiie e ae s IX-1
A PUNCEUALION ...ttt bbbttt bbb IX-1
1. COMIMA ...ttt san e ne e nne e IX-1

2. SEMICOION ... e IX-2

3. COl0N . s IX-3

4 QUOLALION IMATKS ....c.veiiiecciec e IX-3

B. SPEIING RUIES ... IX-3
Lo SYHADIES ... s IX-3

2. SUTTIXES ettt bbb IX-4

3. PET AN 1 s IX-4

C. WOTA DIVISION.. ettt bttt eneas IX-5
D. USE OF NUMDEIS ... et IX-6
1. GENEIal RUIES.....ccuieieiei e IX-6



2. IMIONEBY ... IX-7
3. Decimals, Percentages, Proportions..........cccceeeeeneeeeneeneseeseeseesee e IX-7
4, MEASUIBIMENTS ...t IX-8
5. TIME ANG AGES ...ttt be et te e sreenne s IX-8
6. FFACTIONS. ...ttt bbb 1X-9
7. TwO NUMDErS TOGELNET ..o I1X-9
8. Commas in Large NUMDEIS .......c.coveiieiecie e ste e I1X-9
9. TYPING FIQUIES ..ot IX-10
100 Most Frequently Misspelled WOrds............cccoiiiiiiiiiiiccnesesns IX-11
IS 11 ONE WOTT OF TWO? ...ttt sttt IX-13
Words Frequently Confused in TranSCription ..........ccocveverenenciencneseeies IX-14
Answers and Referrals for Students' Commonly Asked Questions................. IX-17
Authorized Notaries at Ball State UniVersity ..........ccoovovieiiiincieniiise IX-26
Building Codes--Ball State UNIVErSity .........ccccvevvereiieieeie e IX-27
GUEST ParKING ... c.veiiiitiiiieiee bbb I1X-30
CaAMPUS IMBP .. IX-31
MUNCIE ATEA IMAP ...ttt IX-33
Indiana Representatives and Senators (Washington, DC).........cccccccevvvevieennenn. IX-34
Indiana Congressional IMap ..........ccoiiiiiiiiieie e IX-35
MUNCIE ZIP COUES ....ovveveieiiicieeieeeee ettt et IX-36
Two-Letter State ADDIeVIatioNS..........c.cccveiiiiriieieseree e IX-37
Most Frequently Used Expenditure SUDCOES.........cccocvvevveiieiicieeie e, IX-39
Certified Professional Secretary (CPS) and Certified...........ccccooveniieninnnnne. IX-44
Administrative Professional (CAP)
Abbreviations for Street Designators........ccceeieerinie e IX-46
Suggested Records Retention Schedule...........cooveieiieiiiieiieie e IX-48



	Q. University Libraries

