








accurately prepare and review agreements and changes to same with minimal supervision. This
work was on a high level. She could distinguish between legal areas and describe what various
legal papers were used for which purpose. She assembled packets of the proper documents for
court filings. She knows who does what in the legal community and which documents are needed
for a variety of purposes. Patsy clearly demonstrated her capacity for learning and building on
the procedural, managerial and substantive skills necessary to function as a legal secretary/office
manager in a law office. I recommend 3 credits.

Research in the Legal Field

Patsy performed, in many ways, as a paralegal. In her role, she was trained to research and
respond to information requests from our own attorneys, agencies, other regulatory bodies,
individual clients, or companies. This work required that she analyze the request for information,
locate and access potentially relevant facts, and assist in preparing responses to the information
requests. This kind of research can be quite complex. Not only does it typically involve events
that might have occurred many years ago and in all sorts of locations, but it can be a real
challenge to identify, with specificity, from the available records which entity or event was
involved. Patsy used, and uses, legal reference material appropriately much of it now
computerized), identifies sources, prepares legal documents, and demonstrates all necessary
skills to conduct legal research. She would pass my class with an A grade. I recommend 3
credits.

Principles of Supervision

After spending about two years in our office, Patsy became the supervisor to our other office
staff. We usually had two to four other staff in the office. Patsy, initially along with me, but later
on her own, interviewed, selected, hired, supervised, and disciplined staff. She designed job
descriptions and staffing schedules, conducted performance review and the orientation for the
employees, evaluated day-to-day work performance for both the individual and the group, and
designed training (or hired consultants if necessary) for individual staff members or the entire
office. She facilitated and planned the staff meetings, preserved confidentiality and ethical
conduct in her work with her supervisees, and was respected by all in spite of her young age. She
had a special interest in supervision, as she was interested on all aspects of interpersonal
communications and their applications to professional situations, and attended several seminars
and classes that discussed aspects of management/supervision theory. She used the theoretical
knowledge she gained on the job and we never hesitated to pay for Patsy to go to a seminar. The
benefit was really for us! I recommend 3 credits.

Computer Skills
I’d like to state that I am not qualified to recommend credit in this area for Patsy. However, I can
easily say that together with our computer consultant, Patsy revolutionized our office.

Business Practicum

Patsy has run her legal research business for years and is now doing it fairly full-time. We use
Patsy’s services often and have done so since 1990 informally and formally since 2002 when she
opened the business. Patsy has a great deal of practical experience in both running her own
business, working in our office, and also working in retail. Altogether, she must have about 20
years of business experience and I would definitely allow or recommend credit for a practicum.
Please see my above comments for more specifics on these practicum credits.



In closing, I would state that Patsy probably did not ask for enough credit. She is a capable and
impressive person and we miss her here.

Do not hesitate to contact me if you have any questions, of if I can be more specific for any area

Patsy is trying to be awarded credit for.

Sincerely,

Lenore Lehman
Lenore Lehman, Esq.
814-277-8945 xt.12
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MILLER & LEHMAN ASSOCIATES
ATTORNEYS AT LAW

124 North Main Street, Erie, Pennsylvania 16511
Phone: 814-277-8945 Fax: 814-277-8940

Lenore Lehman, Esq. James Miller, Esq. Bradford Terrell Jr., Esq.

VERMONT STATE COLLEGES

Gabrielle Dietzel

Coordinator of Assessment Services MAY 9

Office of External Programs

32 College Street OFFICE OF EXTERNAL PROGRAMS

MONTPELIER, VERMONT 05602

Montpelier, VT. 05602
April 21, 2006
Dear Gabrielle Dietzel,

This letter is written on behalf of Patsy Starr Smith, who is requesting college level credit for
work experience she gained while working in our law firm from 1985 to 1990. I should like to
add that Patsy now does legal research for us from her new home in Vermont, by way of
explaining that our professional connection with Patsy is still current.

I am impressed with the type of program you offer as we have no such coordinated effort here in
Pennsylvania that I know of. Patsy is just the right person to participate. I applaud her efforts to
obtain a college degree.

My background is in law. My undergraduate degree is from the University of Virginia and my
Juris Doctor degree is from Northeastern University Law School in Boston. I practice law since
1971 and am a member of the Bar Association in both Pennsylvania and Massachusetts as I
occasionally am involved in cases in Boston. I occasionally teach Business Law and Business
Ethics at a local community college as this is an area of specialization and interest for me.

My wife and I met Patsy in 1985 when she was an employee of the Children’s Garden, the
daycare center our children went to at the time. We were both so impressed with Patsy that we
offered her a job with our firm, Miller & Lehman Associates, which is the law firm my wife and
I founded. This was a decision we never regretted. Patsy ran our office for years and performed
the function of not only office administrator but increasingly as a legal assistant.

In particular, I will document Patsy’s requests in the following areas:

My wife has already written to you, and I am aware that Bradford Terrell from our firm has also
written. It is my hope you will accept this letter as further and corroborating documentation.
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Research in the Legal Field

Patsy has excellent and thorough legal research skills. She effectively uses the appropriate
materials to find the required and related information and records and competently prepares legal
documents. She has an analytic and critical mind which serves her, and in extension us, well.

Ethics

Patsy not only demonstrates the application of ethics in her day-to-day work, but also know
about ethics. She is very interested in the interactive and legal aspects of ethics. She appears to
have done quite a bit of reading in this area which is obvious from the questions and
contributions to discussions she has made. She applies this knowledge to her daily work with us
which is of course a crucial factor in our decision to consult with her for legal research.

Supervision
Within a year of joining our firm, Patsy started to become the supervisor of the office staff. She

dealt with all facets of supervision including hiring, firing, training, staff development, corrective
action, scheduling, and planning. The office functioned smoothly under her guidance. She
trained her replacement well, but I have to admit we still miss her.

General Computer Skills

Patsy was the one who really dove into making the new technology work for us. We did hire a
computer consultant to help us with setting up the various systems, but it was Patsy who, quite
frankly, pushed us. She worked with our consultant and learned a great deal so that she was able
to become the go-to person for computer questions in the office. I myself am not the most
computer savvy person, so I might not be the best reference in this area, but as what I believe is
now called an “end-user”, everything appeared to me to go very smoothly in the computer area,
which I am sure it wasn’t. I expect the various difficulties establishing the systems and
applications for the firm were kept away from me since I was the ludite in the office and, to say
the least, skeptical. I am still the ludite in the office but not skeptical any longer, after so many
years of experiencing the fantastic impact the computer world has made on our workings and
procedures in the office. I credit Patsy Smith for this improved attitude on my part.

I hope this document will fulfill your needs for corroboration. Please call on me or my wife any
time if you have further questions.

With best regards,
James Mitler

James Miller, Esq.
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MILLER & LEHMAN ASSOCIATES
ATTORNEYS AT LAW

124 North Main Street, Erie, Pennsylvania 16511
Phone: 814-277-8945 Fax: 814-277-8940

Lenore Lehman, Esq. James Miller, Esq. Bradford Terrell Jr., Esq.
Ms. G. Dietzel April 12, 2006
Coordinator of Assessment Services
Office of External Programs VERMONT STATE COLLEGES
32 College Street

Montpelier, Vt. 05602

FEB 10 2006

Re: Patsy Starr Smith

OFFICE OF EXTERNAL PROGRAMS
MONTPELIER, VERMONT 05602

Dear Ms. Dietzel,

I am writing on behalf of Pasty Smith to provide evidence of college level learning that she acquired while
employed in our office. Specifically, I will provide evidence in the following areas: Office Procedures,
Administrative Legal Procedures, and Research in the Legal Field.

I am a partner in the law firm and have been licensed to practice law in Pennsylvania since 1979. Patsy worked in
our office as an office manager/legal secretary from 1985 to 1990. Her primary position was to provide secretarial
and legal support for all three attorneys in the practice. At times she also did work for other staff in the firm, and we
are still using Patsy’s legal research services in Vermont on a contractual basis.

Our office provides a wide range of services to our clients, so Patsy was exposed to a variety of legal matters such as
real estate, contracts, wills, probate, divorce, and personal injury litigation. Given her request for credit under the
areas of study in Office Procedures, Research in the Legal Field, and Legal Office Procedures and Terminology, 1
would attest that she should be eligible for such credit because of her experience in the following:

L.

She would assemble and file pleadings and other courts documents for litigation, and assist attorneys with
creating and responding to discovery requests. This required a familiarity with the nature and purpose of
various pleadings, as we depended upon her to be accurate, put them in the proper form and attach the
correct documents for each filing.

She would prepare real estate files for closings, which included the preparation of deeds, tax form, loan
documents and closing statements. This role required her to be capable of producing deeds and tax forms
for attorney review, which necessitated a basic knowledge of the various kinds of legal terms for real estate
conveyances, the differences between certain types of deeds, how property was conveyed and the processes
involved in mortgage loans.

She would contact clients, loan officers and other attorneys and realtors to arrange for scheduling of
closings and depositions. This facet of her job required her to be proficient in the processes for closings and
discovery matters so that she could communicate effectively with other professionals.

She would interact with clients to obtain necessary information for court filings and other matters, which
required good interpersonal and customer service skills. As clients were often distraught, confused and the
secretary or office manager is often the first line of contact with the client and creates the first and usually
most important impression of the firm. Patsy has extremely good ‘people skills’.

Many of the above mentioned duties are often performed by college trained paralegals. Patsy’s intelligence
and exceptional interpersonal skills enabled her to meet the many day-to-day challenges of a law office
which I believe met or exceeded that normally expected of a paralegal. This fact is even more impressive
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when considering that Patsy came to us without a high school diploma (which she earned immediately after
joining our firm).

6. Patsy excelled in analyzing the factual patterns of cases to determine what legal research was required. She
also performed the research (and still does through her home business) and applied her findings accurately
and thoroughly to each fact pattern. She composed many documents in working with the attorneys — both
for me and other counsel — that were above average and very valuable to the group.

7. Besides Patsy’s skill in Legal Procedures, I must also state that she was very well versed in all office
procedures. She had no office experience before she came to us and picked it up very quickly — she was
familiar with all the various machinery and equipment, made sure all office supplies were at hand,
scheduled support staff, and basically ran the office.

I highly recommend that Patsy receive 3 credits each in Office Procedures, AdministrativeLegal Procedures,
and Research in the Legal Field, or “Legal Research”, as this area is often called.

As to other skills, Patsy supervised other office staff as well as our occasional interns and part time help. She
oriented and trained other employees and ran staff meetings. Rarely, when Patsy had to discipline staff, she did it in
a tactful, ethical and professional manner.

I also want to mention Patsy’s computer knowledge and skills: At the time, I was not as computer savvy as I am
today, which makes it a bit difficult for me to speak knowledgeably about Patsy’s computer skills — I was the
beneficiary of these skills but would at the time not have been able to clearly describe or name what she did! We
hired a computer professional to help us with our set-up, equipment maintenance, and staff training, and I hope
Patsy will be able to reach him for a letter of documentation. All I can say, and that with great conviction, is that
Patsy took over the computer issues at our office and did what was necessary to bring us into the computer age. She
did what I now know is word processing, spreadsheets, and other applications on our system, which suddenly
provided us with all the necessary paperwork and data easily accessible.

I trust this information will be satisfactory and hope that you will let me know if I can provide any further

information.

Very truly yours
Boad Jeveell

Brad Terrell, Esq
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Gabrielle Dletzel

Office of External Programs VERMONT STATE COLLEGES
32 College Street
Mowntpelier, VT. 05602 FEB 10 2006

OFFICE OF EXTERNAL PROGRAMS
MONTPELIER, VERMONT 05602

April 3, 2006
Dear Mrs. Dletzel,

MY name Ls Dlanne Helbinger and [ was asleed by Patsy Starr Smith to write a
Letter about the time she spent with us at Miller § Lehman, Attorneys at Law,
from 1985 to 1990.

L was employed there at the thme as a Paralegal but have since retired and am
now Living tn Florida.

| remenber Patsy because she was such a dear. Whew she flrst came to us, she
was very shy anol unsure of herself but thew she learned so much! She pretty
much ran the office. She endeol up belng the supervisor for the front office staff
and lkenew everything about all the office functions such as mail, phones,
computers, schedules, and so on. She was fun to be with and always dressed
very professionally. | know our attorneys were very happy with her work.

| hope Patsy can gain college credit for her work; she Ls very smart and deserves
the best because she worked so havd at everything.

Sincerelu,
D'l;awvrva HM

Dianne Helblnger
2F Orange Court B # 4
Dunedin, FL.
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Gabrielle Dietzel
Assessment Coordinator
Office of External Programs
21 College Street MaY 9
Montpelier, Vt. 05602

VERMONT STATE COLLEGES

OFFICE OF EXTERNAL PROGRAMS
MONTPELIER, VERMONT 05602

March 12, 2006

Dear Ms. Dietzel,

I am writing this letter to document college level learning acquired from experience in the
areas of Word Processing and Microcomputer Applications for Patsy Starr Smith.

| have over 25 years of experience in the computer field. | received a Bachelor of Science in
Computer Science from the University of Virginia. | was a computer engineer for the federal
Government in Washington D.C. and am now working as a private computer consultant
specializing in training for staff in school computing centers.

During the 1980s, | worked at Miller & Lehman, Attorneys at Law, to set up their computer
systems as their practice grew. This is how | met Patsy Smith. | have observed Patsy in her
daily activities with regard to using computers and word processors. | know first hand Patsy’s
capabilities of her work with computers at the time we worked together and have no doubt
her skills have kept up with the changes in technology. | am very comfortable writing this
letter for Patsy even though we were colleagues so long ago because | remember her clearly
and was impressed with her eagerness to learn about computers and her quick grasp.

Word Processing:

Patsy had exceptional word processing skills and used them to create and proof detailed
documents on a daily basis. She created letters to clients, lawyers, and courts where very
specific formatting was required. Patsy ran mail-merge to pull data from complex databases
where client records were stored. She knew macros and interfacing with external data
sources. Her skills also included complex editing, formatting, importing external data, mail
merging, creating tables, and developing macros.

Microcomputer Applications:

Patsy became proficient in many computer applications. She really took to the PC and was
eager to learn all the various new programs offered. She understood how to use a database |
designed for the attorneys initially and then together we created a few more until she really
new how to design and manage them. She started working with spreadsheets which at the
time were more difficult than they are today. Although she said she had never had a college
math course | found her mathematical aptitude sufficient. A few times | practiced some of
the underlying mathematical concepts with her both because they helped her understand the
work better and also because she was interested. She managed alphabetic, numeric, and
alphanumeric cell entries, values, formulas, column-width, column and row headings,
deleting, and inserting in order to design a spreadsheet. She could back-up computer
information to save information. She could create a file, add and edit records, generate
reports, and select records from files.
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This knowledge demonstrates her level of competency for college level work. | definitely feel
she should receive credit for these courses.

Sincerely,

Fred ODellers

Fred Sellers
814-896-7978
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Fanclora’s Box

A Uniquc
Boutiquc

23 Mill Street
Frie, FA16512

814-354-0987

Gabrielle Dieteel VERMONT STATE COLLEGES
Office of E xternal Frograms

32 Co”cgc Street APR &
Montpchcr, VT o5602

OFFICE OF EXTERNAL PROGRAMSE
MONTPELIER, VERMONT 05602

March 12, 2006
Dear Ms. Dictzcl,

Fat53 Starr 5mit|1 has cxp|ainccl the assessment program to me and asked me to
write a documentation letter for her rcgarcling Icarning that is co”cgc level which
occurred during the time she worked for me at Pandora’s Pox during the years 1992
to 1998. | am haPPg to do so, and | will describe the Fo”owing lcarning areas for Fatsg:
SPrcadshccts

lntroc]uction to the ]ntcrnct

Advcrtising and Sales

Business Practicum/ Office Procedures

Mg name is Rhea [’ Arc and | am the owner of Pandora’s Box, a gigt shoP and
boutiquc | started in 1 989. | have a bachelor’s Degrcc in Business from the
Univcrsit3 of Fcr\nsg|vania with a spcciahzation in finance. Current|5, ] am enrolled in
a MBA program on-line at the Univcrsitg of Fl’:ocnix. | have been a member of the
E rie, PA Chamber of Commerce for the past 17 years and have been its Presidcr\t

for several terms.

Fatsy started working at Pandora’s Poxin 1992. During the six years Fatsg worked
’chcrc, she basica”g was the assistant manager of the store. Thc business grewto a
great extend since Fatsg came to work thcre, and there is no doubt that Part of this
success is due to Fatsg’s goocl management. Fat53 brought computcr skills and

markcting savvy to the cntcrprisc.

iercac{shcets

Fastg immccliatc|3 started working on our at-the-time inac{ccluatc computerizc&
systems. 5"16 insisted that we bug an uP~to—datc system that could Pchorrn the
needed business functions. She comParcd the commcrcia”g available oPtions and
programs that were best suited to the business and decided which one we needed.
Once she had installed the new computer she Proclucccl extensive sPrcadshccts that
hclpcc{ us kccp track of finances. T hese were easy to comprehcncl for someone like
mysc]}c who was not that familiar with computers, as well as our accountant who
understood and used the sPcciﬁc data that was cht. Witl’l her sprcadshccts, we were
able to collect data from a varietg oF rcPorts shc Produccd. lecsc hclpcd us in

making our business decisions. | he Prcscr\tations she did for me were extensive,
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magbc more extensive than what l either needed or undcrstooc{, but l think Fatsg
crjogcd her skills so much that she used them in many different ways to try out what
would work best. Mg husbanc{, who had returned to school to stud3 computer science
after he decided on a career cl’iar\gc, often used Fatsg as a teacher to |1c|P him
advance bcgoncl his first level sprcac]shcct skills. He called her “Thc Ace”. He has
now complctcc] his dcgrce and can better describe Fatsg’s skills. [He is also writing a

letter for her.

lntcrr\et

As | said, J was_just starting to hcsitantlg learn computer skills after Fatsgjoinc& us.
At the time lgracluatccl from co”cgc, computer lessons were not yet rcquircd. Fatsy
was alwags interested in what was new with computers and needless to say, she
immcdiatelg took to the |nternet, watched it dcvc|0|:v, and Figurcd out its capabihtics
to hclp us in our business. She found the most useful information about orders,
discounts, Prochsior\al giFt and clotlﬂing fairs, marl«:ting trends, and cspcciany the
smaller and less-known clotl-n'ng clcsigncrs which did not have hugc outlets and
rcPresentation. Buging from these small companics, we were able to omcfcrghcts, art,
and c|ot|1ing selections that were unusual and not seen in other area stores, which
contributed to increased sales. Othcr contributing factors were our marl(eting and
sales aPProachcs but | will speak to that later. You might be surPriscd to see that | am
now enrolled in an on-line clcgrcc program after Prcviouslg bcing so unfamiliar with,
and uninterested in, computers. Obvious]g , My husbands Fami|iarit3 with computers
has hclpccl me to overcome these limitations, but | must say that it was Fat59 who
rca”y brougl—:t me around. Shc got me hooked on the ]nternet for research for my
business and Pcrsonal interests until the computer became second nature. Her
sprcadshccts also clearly made me realize that in order to maintain a Hourishing

business, it is a must to master these skills.

l clelcinitclg recommend credits for Fatsg in the areas of sPrcadshccts and ]ntcrnct

usc.

Advertising and 5a|cs

Fatsg was a natural for sc”ing. She immecliatc|3 learned and tried out a variety of

ac{vcrtising and markcting skills to Figure out which aPProachcs would work best for
our sPcciFic business niche. As Fatsg is an avid reader, she would sPcncl any ‘down’
time at work rcading marketing and retail texts and other Pub|ications form our Sma”
Business Administration. She created displags, sometimes with me, other times
alone, cspccia”g Focusing on ho|ic|a3 themes or spccial Promotions. She also did a
Fantasticjob dccorating the windows; Pandora’s Box won “Best 5|'10P Window” in
the small business category of the Chamber’s Annua| contest three years in arow.
Fatsg worked with all the local media, inc|uding newspapers, television, radio, wccklg

Publications, and spccializcc{ community Publications. She c{csigned strategic
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ac{vcrtising campaigns after Figuring out which aPProachcs in each medium was the
most successful aPProach. She never hesitated to try somcthing new. She and | had
the same creative aPProach to the marketing and sales part of the business and she
was invaluable. | believe a business that is well run and Proud of itsclggivcs off an
atmosphcrc that customers cnjog, and that brings that most imPortant of commodities,
rcpcat customers. Thc store is Fun, and I would say the fun’ P|1ase of the stores
bcgan when Fatsgjoincd us. She was also ourliaison to the various community events
that involved the business community in town, be it Fundraising efforts, voluntccring for
various service organizations as a business person, oF]Ccring sPcciaI sales to sPccial
groups, etc. She understood the theories of markcting and sales and appliec] this
know|edgc, combined with her intuitive sense of what worked, to make the business
successful. Fastg also had very goocl sales sl(i”s, not on]3 on the intchcrsona| level
but also from a broader Pcrspcctivc, such as P|anning targetcd sales events, sPccial
sales to sPccial groups, {:o”ow-up with customers, and excellent knowlcc{gc about our
Products and lines that did not onlg hclp the customer understand the item but also
was effective in helping the customer make the decision to bug. Fatsg oriented all our
Part~timc and seasonal l’)c|P in sales tcchniqucs, and | a|wa35 learned somcthing new
|istcning to her cloing these on~t|—1¢job trainings with others. | recommend that Fat53
receive credits for Aclvcrtising and Sales - she would have Passcc] either of the

courses with qging colors.

Sma” Business Fracticum/om'cc Procedures

l have read the dcscription Fatsg created for these area of credit rcquest, and l can
say without hesitation that Fatsg meets the Practicum/ office Proccdurcs
rcquircmcnts. She workedina small business for six years which means that she had
to fulfill all the functions of a small business manager and know all the Proccdurcs to
run the office behind the Sl‘IOP . She stood in for me when | was away, once foran
extended Pcrioc] of time due to illness, and managcd the business with aP|omb. She
had business cxPcricncc when she came to me, Particularlg in suPcrvising, computer
use, costumer relations and so on, which are all skills also used in a retail shop. | know
she now runs her own home business now after having moved to Vermont. T here is no
doubt that Fatsg Jinher20 years of working in a variety of business and office
settings, inc|ucling her own, has many times the cquivalcnt know]cdgc of what a co”cgc
student would learn in an on~tlwcjob Placcmcr\t. ] can attest, from my Pcrspcctivc

alone, that Fatsg deserves Practicum credit in small business and office Proccclurcs.

ln closing, l would like to say that Fatsg was the bcst, most vcrsati|e, and most

intc”igcnt cmplogcc | ever had.

Flcasc don’t hesitate to contact me for further qucstions.

5inccrc|3, Ehﬂﬂf //%&F
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March 23, 2006 VERMONT STATE COLLEGES

Gabrielle Dietzel APR &
Assessment Coordinator
Office of External Programs O O v EHONT 05605

32 College Street
Montpelier, Vt. 05602

Dear Ms. Dietzel,

My name is Richard D’Arc and Patsy Smith, a former business associate of my wife’s, has
asked me to write a letter of documentation for college learning in the areas of
spreadsheets and the internet. A few words about my background: I obtained a Bachelor’s
Degree in Geology from Loyola University in 1971. After working in the field for 25 years, ]
decided on a career change and returned to school at Pennsylvania State University, Erie,
for a Master’s Degree in Computer Science, which [ completed in 1998. I met Patsy in 1992
and saw her frequently until 1998, when she decided to leave my wife's employment to
stay home with her children after a family tragedy. I did speak to Patsy, of course, after this,
first out of concern for her well being, and later we continued our conversation and
information sharing about computer issues.

Patsy was invaluable to me during the time I started my computer science degree. She was
more advanced in all computer applications, including word processing, databases, and
spreadsheets than I had been after a semester or two, since she had worked with
computers longer and had a great interest and aptitude for them. Specifically, Patsy taught
me advanced spreadsheet sKills as the spreadsheet course | was taking didn’t move fast
enough for me. She also introduced me and my wife to the use of the Internet.

I have received Patsy’s specific requests and below is my opinion on the items. I am basing
this opinion on what I know of Patsy skills when compared to similar classes I took in my
own degree program.

Spreadsheets:

Use spreadsheet operations such as importing data and graphs, formatting columns and rows, copying
data, cutting, pasting and inserting rows and columns in order to produce professional spreadsheets.
Yes, excellent.

Produce neat and comprehensive spreadsheets so that they are easy to read.
Yes.

Generate complex spreadsheets including reports that collate data from multiple file sheets so that
new data can be automatically updated.
Yes.

Use mathematical functions in order to tabulate data.
I can’t speak to Patsy’s math skills but they must be good enough because she can do this.

Assess and compare a variety of spreadsheets in order to decide which type to use.
Yes, Patsy did this for my wife’s business. She was extremely well informed about the options.
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Discuss new and upcoming spreadsheet capabilities in order to assess how they would impact business
efficiency.

Yes, Patsy was always on top of the computer news. As a matter of fact, she and I shared a
subscription to a professional computer magazine.

Employ hyperlinks and customized formulas to improve document efficiency.

Access, display and print specific sections of spreadsheets in order to simplify presentations that use
spreadsheets.

Yes to both.

Use equations in order to calculate and generate new data files.
Again, | can’t speak to Patsy’s math skills but I know she easily generated new files.

Use multiple tables in EXCEL in order to organize data.
Demonstrate how to use EXCEL with other applications.
Yes, Patsy was completely proficient in EXCEL.

Create macros in order to prevent errors in repetition and streamline work flow.
Yes.

Introduction to the Internet
Describe the history and development of the Internet in order to gauge its influence on today’s world.
Definitely.

Demonstrate how to use Internet tools in order to navigate, search, find directories, and share
information on the Internet.
Yes, excellent skills.

Employ Internet skills and searches in order to find specific information related to retail procurement
and sales and to observe trends.
Yes, excellent.

Apply virus detection and security procedures in order to perform necessary computer maintenance.
Yes.

Explain how to use the Internet to undertake legal searches.
I cannot vouch for this as she has not done legal searches for me but I am sure she knows
how to do it.

I hope this letter accomplishes what Patsy had asked for. I recommend that she receives 3
credits for advanced spreadsheets and 1 credit for internet skills. Please let me know if you
need more information.

Sincerely,

R D'AFP
Rich D’Arc
112 Mill Street Extension
Erie, Pa. 16512
812-354-6681
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MEDINA MEDIA

Maria Medina Phone: 814-277- 1256

Marketing Consultant Fax: 814 277-5634 A
102 Main Street, Suite 12 E-muail: May 5, 2006
Erie, PA 16511 MedinaMedia@bus.net
VERMONT STATE COLLEGES
Gabnielle Dietzel MAY 9 2006

Office of External Progratos

32 College Street ,

Montpelier, VT 05602 OFFICE OF EXTERNAL PROGRAMS
MONTPELIER, VERMONT 05602

Dear Ms. Dietzel,
I amn writing a letter of documentation for Patsy Starr Smith in the area of Sales and Advertising.

Lhave an M.B.A. from Penn State University specializing in marketing and run an independent marketing consulting
firm contracting with large and small businesses for both long-term needs and ene-time/ ad-hoc marketing solutions.

Tknow Patsy Smith from the lime she was assistant mmanager of “Pandora’s Box”, a local treasure, However, I must slate
right away that 1 did not primarily communicate with Palsy and Rhea ID'Arc, the store’s owner, as a business consultant: 1
was a frequent eustonier there. This did not preclude my having frequent conversations regarding the business and its
marketing and advertising, as Rhea and I have known cach other also as members of the Chamber of Commerce. 1 have
always taken an interest in “Pandora’s Box” as it is one of my favorite shops, but also observed it in 4 professional manner
as a small business that has rmade itself a suceess. As a matter of fact, 1 frequently use Pandora’s as an exaruple in the
business classes 1 teach at the local community college.

Patsy wus in charge of much of the advertising that was done for Pandora’s; she was the one contacting aund contracting
with naedia outlets, deciding which type of campaign she wo

aign’s
sueeesses and problems, and enhancing what had worked. 8 at needed to be
covered in an advertising campaign. Several times, I invited students
always enjoy hearing from a practicioner in the field. Patsy w ly since she had

taught herself the various approaches 1o advertising and was eager to share that knowledge in a hands-on way with
students. Were Patsy a student in my class, she would have passed without any problems.

I have reviewed her learning objectives and can say that they fit with a general description of what is taught in such a
class, although we would teach advertising and sales as Lwo ¢ ilferent areas,

In regard
excellent
approach
abletom
would pass an introductory retail and sales course with a high grade.

sell. She has
nows how to
's has, she is
person and she

Lhope this letter meels yow requitements. I reconunend that Patsy get credit for her advertising and sales skills and
knowledge.
Best Wishes,

»
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