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Fr. D. Mbundo

Tanzania's National Correspondence
Institution welcomes you as one of its
manv thousands of students. This
booklet is sent to you with your first
study material to introduce to you the
Staff of the National Correspondence
[rstitution who will be helping you with
your studi.es.

This booklet will also show You in
pictures how the work of preParing
your study material and teaching you
is carried on in the National Corre-
spondence Instifution.
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Your National Correspondence hst!-
fution was founded as a DePartment
of the trstitute of Adult Education
while Mr. P, J. Mhaiki, at Present
Principal at Kiwkoni College,-was
Direcfor of the [nstitute from 1970
to 1973.

Technical aid was given bY Sweden
in a srant for equipment, a Propor-
tion 5f running iosts for the first
five vears. ana the services of five
exoatriateb with skills in teaching
by^correspondence and radio.

P. J. Mhoiki
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The first step in teaching by correspondence
is the writing of your course of instruction.
The writing of a correspondence course takes
much care and time. Writers must consult
many books and authorities to collect all the
information to put into correspondence les-
sons"

Writers must also prepare mafiy exercises
for you. These exercises must help you to
Iearn. Also from the way you answer these
exercises they must show your hutor if you
have fully understood your lesson, or if you
need more help. Your tutor will give you
this help in commen-ts on your answers.
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Pictures and diagrams help your teachers
to teach and help you to learn. Illustrators
prepare all the drawings your teacher wants
for teaching certain points in the correspon-
dence lessons he is writing.
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When the correspondence lessons are ready
editors prepare the course for printing. They

have many consultations with writers and
illustrators.
The preparation of every correspondence
course needs good team work.
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Each prepared sheet of a correspondence
course goes to the photographer to be pho-
tographed and made into a plate for the
printing machine,

The final copy is typed on electric type-
writers and the pictur.es are fixed in
their correct positions,
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Machine Operators put the
plates on to offset Printing
presses which print 5,000
impressions every hour"
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A11 the printed sheets pass through a foI-
ding machine which folds each sheet twice.
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Many hands rvorking very quickly assemble
the folded sheets into page order.
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All the assembled booklets must then be
stitched by an electric stitching machine"
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The stitched booklets are trimmed by an
electric guillotine.
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The completed booklets are then stored
ready for despatch to you as you need them.
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The.story of the National Correspondence
lnsuuutron has two parts. you have nowread the first part wtrictr tells how your
correspondence lessons are preparLd. TIE
second pa_rt tells how these liss-ons are sent
to.-you and how your futor helps vou. you
wrrl see pictures illustrating-thib story on
pages LB to 27.
The drawing below shows the flow of com-
munication between you and the National
Corr espondence Institution.
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These pages show how aII parts of the workof t}1e National CorresponAerce f*titoUonare linked together.

PBEPABAT\0|U of TEACHttyc
MATEBIAIS
Writing

I
lllustrating

I
Editinq

I
Final Typ;ng

J
Mou n ting

I
Photogra p hi no

I
Plate Makin g

J
Pr inling

I
Folding

t
Colla[ing

I
Stitching

t
Storing

ADMITIIISTBATIOIV

B uying,
St ori n g,
lssuing
materia ls'and 

books
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I TEACHIIYG of STADEilTS

Counsellihg

I
Acco unting

Paying Tutor

Enrolment by
Fee Paying

Desp6lq6ing

Student Working

I

I

I

I

I

I

I

+ Record ing

Statistics

Of f ice Receivi ng

lssuing to Tutor

Co rrect ing

Returning to Office

I
Despatching lo Student
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[-y-:Y h3u" enquired about a correspondence

.'n"J:?f; 
"'."Hr?#$IJI%lii,l"i#r,.1l"ft "T,jil?trs rea!]y you will receive a letter anO pmoi-

ment_Form. you cal thgn ;";f *T;y Re-gionat Centre of the nslitute'oiAi;fiEduca-
tion or by post.
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You mav want advice about your studies.
Counseliors give it to you by letter or
interview.
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$s soon as you enrol you are qiven a SLu_
dent Registration Nuniber. Airone thou_
sa:rds of sfudents many have the sime na-mes. It is then only y-our Student Regist-ration Number which keeps vour prot*e"s
recor_d accurate. It is mbsf imgjrta"nt tirat
fou.alya_y^s wllte gorrectly your sfudent
ttegistration Number on every letter andAriswer Book you send to ttre haiionii Co"_
respondence Instifution.

20

;i,i;"xi:i;iiiif,it



As soon as you are registel.gd yo.u receive
your first sluay material either in person
or by post.
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A_special sfudent service section 1ooksi* t l#f i:i! :T,?*i*rir,*"tw
3f tilTf T l'-n JH f,"#tt: wi ti ir' i'd"r i'ia r
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Very quickly all rnail is sorted and passed
through an electric letter opener.
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Your Work-Book goes immediately to your
futor who reads it, gives you the marks
your work earns, and writes on it any com-
ments you need to give you more helf.
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All vour corrected Work-Books go to recor-
derd who enter your marks on your Record
Cards"
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In the afternoon lgany hands prepare thecorrected Work_Books for p6stiirg.
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The day's work ends with the out-qoing mail
fags to6i"g delivered to the Post Office.
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Iutors of correspondence students meet todiscuss ptans for he1pinA-.t auiii""*itj, ur"i"studies.
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Some correspondence courses are supported
by radio programmes" Radio and correspon-
dence tutors prepare and record these pro-
grammes.

29



A punch card machine helps to carrv out
research about eorrespondence stud"ents
to guide the,National iorrespondence Ins-
titution in planning its progr-amme.
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And the planning of a programme of deve-
lopmentls guided also hry the requests
for shrdies wtrictr you make either in your
letters to the National Correspondence
tostitution, or when-you meet members of
its staff.
From time to time the Head of the National
Correspondence Institution and members of
his staff visit the regions so that you can
meet them and talk ibout your studies with
them. We want to give you all the help we
can.

Our best wishes go to you as a sfudent of
your National Cofresp6ndence Instihrtion.
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