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to Solve Word Problems 

1. Read the problem carefully. 

2. Determine what is requested. 

3. Determine the processes to use. 
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EXAMPLE  A 
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EXAMPLE  B 
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to Solve Rate, Time, and Distance Problems 

1. Rate, time, and distance problems 

are solved with a simple formula: 

Rate (speed) × Time = Distance 

(amount done).  

2. If you are given any two factors, it is 

easy, by formula, to find the third: 

Rate × Time = Distance 

Distance ÷ Time = Rate 

Distance ÷ Rate = Time 
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EXAMPLES  C, D, E and F 
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to Solving Simple Numerical Equations 

1. A numerical sentence in which both sides of an equal sign 

contain calculations is called an equation. 

2. For an equation to be true, the numbers on the left of the 

equal sign must always compute to the same answer as 

the numbers on the right of the equal sign. 

3. Moving a number from one side of the equation to the 

other changes its sign: 

• A plus sign will change to minus. 

• A minus sign will change to plus. 

• A multiplication sign will change to division. 

• A division sign will change to multiplication. 
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to Solving Numerical Relationships in a Series 

1. Relationships in a series of numbers may be found by 

comparing the first three or four terms in a series and 

then extrapolating the numbers that would most logically 

come next. 

2. Recognizing numerical and series relationships can be 

important in analyzing, communicating, and computing 

numbers. These relationship series are also used 

frequently in initial employment tests. 
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to Making Quick Calculations by Rounding Numbers 

1. Quick calculations are beneficial when working in 

business situations.  

2. Rounding odd and difficult-to-compute amounts to even 

whole numbers that are easier to compute is a technique 

often used in business.  

3. By rounding, you will be able to get quick and accurate 

answers without having to write out the computations. 
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EXAMPLES  R, S and T 
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Chapter Terms for Review 

equation 

numerical sentence 
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Assignment 3.1: Word Problems, Equations, and Series 

A Use the three-step process to solve the following word problems. 
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Assignment 3.1: Word Problems, Equations, and Series 

B Do these problems without using scratch paper or an electronic calculator. 
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Assignment 3.1: Word Problems, Equations, and Series 

C Do the steps in the order in which they occur. Do these problems without using scratch 

paper or an electronic calculator. 
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Assignment 3.1: Word Problems, Equations, and Series 

D Complete the following equations by supplying the missing items. 
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Assignment 3.1: Word Problems, Equations, and Series 

E In each of the following problems, a definite relationship exists among the numbers in 

each series. Extend each series two items by following the correct process. 
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Assignment 3.2: Word Problems, Formulas, and Equations 

A Solve the following word problems. 
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Assignment 3.2: Word Problems, Formulas, and Equations 

A Solve the following word problems. (cont’d) 
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Assignment 3.2: Word Problems, Formulas, and Equations 

B Solve the following time, rate, distance problems. 
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Assignment 3.2: Word Problems, Formulas, and Equations 

C Solve each of the problems without writing any computations on paper and without using 

a calculator or a computer. 
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Assignment 3.2: Word Problems, Formulas, and Equations 

D In each of the following equations, rewrite the equation by moving the last number on each 

side of the equal sign to the other side and making appropriate sign changes so that the 

equation is still true. (Example: Given 13 + 7 + 2 = 10 + 12; Answer 13 + 7 – 12 = 10 – 2) 


