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Faculty

DR. SAMUEL ADAMS
Director, Dental Hygiene
M.S.D. Dentistry, Northwestern University
Orthodontist

KRISTINE AGGERTT
Instructor, Mathematics
B.S., Indiana State University
MS.T.M, University of Tllinois

NANCY BARNETT
Instructor, Communication Skills
B.S., Ohio University
M.A., Marshall University

DAVID CLEAVES

Instructor, Park and Recreation Administration

B.S., Michigan State University
M.A., Michigan State University

CHARLES COOK
Instructor, Electrical Fundamentals
B.E.E., Morehead State University

LILLIAN DAVIS .
Instructor, Business Education
B.S., Miami University
M.A., Marshall University

ROBERT DECKER
Instructor, Data Processing and Computer
B.S., Indiana University

LARRY ESTEPP
Instructot, Retail Mid-Management
B.B.A., Ohio University

ORVILLE FERGUSON
Instructor, Civil Engineering
B.S., West Virginia State College

CATHLEEN FLUTY
Department Chairman, English
A.B., Marshall University
M.A., Marshall University



GARY GEMMER
Department Chairman, Chemistry
B.S., Morehead State University
M.A.T., Miami University

ALI A. GOLJI MT(ASCP)
Director, Medical Lab Program
B.S., Wayne State University
M.S., Marshall University

PATRICIA GRIFFITHS, R.D.H.
Instructor, Dental H ygiene
Certificate of Dental Hygiene, Univ. of Michigan

DR. LYNN HOLTZMEIER
Instructor, Plasties Engineering
Ph.D. Chemical Engineering, Purdue University

CHARLES RAY IRWIN
Instructor, Electrical Engineering
B.S.E.E., Ohio University

JACK JAMES
Instructor, Psychology and Sociology
A.B, M.S., M.Div., Marshall University

DENNIS KIRSCH
Instructor, Chemistry and Physics
B.Che., Ohio State University
M.S.Che., Ohio State University
M.B.A., Ohio State University

JOYCE KISER
Instructor, Business Education
B.A., Morehead State University
M.B.E., Morehead State University

SHANNON KISER
Instructor, Speech and Communication Skills
B.S., Morehead State University
M.A., University of Kentucky

CHARLA LAUTAR
Instructor, Dental Hygiene
B.S., Ohio State University

PAM MARKEY
Instructor, Medical Laboratory
A.B., M.S., Indiana University



RONALD MILLER
Instructor, Electrical Fundamentals
B.S.E.E., Indiana Institute of Technology

SALLY REAM, R.D.H.
Instructor, Dental Hygiene
Certificate of Dental Hygiene, Ohio State University

LOIS SHUMWAY
Professor, Accounting
B.A., Ohio Wesleyan University
M.A., New York University

JOHN SHUPERT
Department Chairman, Mathematics
B.S., Ohio University
M. A Louisiana State University
M.A., University of Illinois

KATHLEEN SIMON
Instructor, Communication Skills
A.B., Eastern Kentucky University
M.A., Eastern Kentucky University

CHARLES STAGGS
Instructor, Engineering Drawing
B.S., University of Kentucky

HERB STOTZ
Instructor, Civil Engineering
B.S.C.E., Ohio University
M.S.C.E., University of Michigan

RALPH VANZANT
Instructor, Park and Recreation Administration
B.S., Ohio State University

LARRY WALTERS
Instructor, Retail Mid-Management
B.S., Kent State University
M.A., University of Akron

DANIEL WEDDINGTON
Instructor, Accounting
B.B.A., Marshall University



ADMINISTRATIVE STAFF

Frank C. Taylor
President
B.S., Wilmington College
M.A., Marshall University

Thomas F. Foti Michael Gampp
Vice President Dir. of Business Affairs

B.S., Concord College B.S., Morehead State University
M.A., Marshall University ’

STUDENT SERVICES STAFF

Arnold V. McCoy
Director of Student Services
B.S., Ohio University
M.A., Marshall University

Richard R. Howard Tom Davidson

- Counselor Placement Director
B.S., Ohio State University B.S., Marshall University
M.A,, Eastern Kentucky Univ. M.A., Marshall University



PRESIDENT’S ADVISORY BOARD

The Scioto Technical College, attempting to follow its philosophies and
policies, has established an advisory to the President. The members of this
board are outstanding leaders in both business and community affairs.
We feel this board can do much to keep us abreast of the current needs,
trends, and problems of the world in which our graduates will find them-
selves.

Ernest E. Brayshaw............. Empire-Detroit Steel
George L. Davis....ccveeenene Farmer

Richard Diehl........ccouvcernereees Ohio Stove

Richard Flannery......ccccceeeeeee USS Chemical Corporation
Edward Levi ... Levi Furniture Company
Lloyd Fuller Atomic Goodyear Corp.
Edward Glockner...........cc.... Chamber of Commerce
George Stowell....cccoccucunce. Portsmouth Times
Frank Tiedge.......emmeeees Tiedge Ford Company
Jack MONIO€.....c.covvurervasessas Williams Mfg. Company
Rick Klingenberger .............. Ohio Power Company

TECHNICAL ADVISORY COMMITTEES

A technical Advisory Committee has been named for each technical
area or cluster of technical areas. These committees, like the general
committee are advisory only, not policy-making. These committees, made
up of professional and technical people competent in their fields of spe-
cialty, work directly with administration and staff on curriculum needs,
employers’ viewpoints, up-to-date changes in industry, new equipment
and process trends, recruitment ideas, and many more pertinent subjects.
This committee insures the college of the latest in industrial and business
developments by meeting several times a year for discussions and evalua-
tion. :



ACCREDITATIONS

Scioto Technical College is'approved by the following agencies:

Ohio Board of Regents

Ohio State Department of Education

Veterans Administration

Bureau of Vocational Rehabilitation

Social Security Department

North Central Association of Colleges
and Secondary Schools

U.8. Office of Education

American Association of Junior Colleges

American Dental Association

College Entrance Examination Board

American Medical Association
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ADMISSION PROCEDURES

ENTRANCE REQUIREMENTS

Admission to Scioto Technical College requires a high school diploma
or its equivalent. No specific subjects or course of study are required.

APPLICATION

An application for admission may be submitted after completion of the

. junior year of high school. The prospective student should write to the

- Admissions Office for the necessary application forms. The applicant is
responsible for the following:

Completing and returning the formal application for admission. A non-
refundable fee of $10 must accompany the application.

HIGH SCHOOL TRANSCRIPT

Filling in Section 1 of the High School Transcript Request Form and
submitting it to a high school counselor or the high school administrative
office for completion of Section II. The request form and the transeript
should be returned to the Scioto Technical College Office by the high
school.

COLLEGE TRANSCRIPT

A college transcript is required of all applicants who have attended
other colleges, universities, or institutes.

ADMISSION TEST

The American College Test (ACT) is required of all applicants. If a
student applies for admission after the last ACT test date for the year,
he will be required to write the test during the first test date of the next
year.

INTERVIEWS

Interviews may be required of applicants for programs that include
internship employment. In addition, counselors are available to any appli-
cant desiring help in selection of a technology. The Counseling Office is
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open to visitors Monday through Friday, 8:00 a.m. to 4:00 p.m. except
holidays.

REGISTRATION FOR ENROLLMENT

Approval of the application for admission issued by the Admissions
Office after the applicant has completed the requirements stated above.
After receiving a letter of acceptance, the student indicates his under-
standing of the policies and regulations of the College and his intent to
enroll by submitting the $25 payment toward first quarter tuition. This
payment completes his registration for enrollment.

FEE PAYMENT AND REGISTRATION FOR CLASSES

Before the beginning of each quarter the student receives a fee card
which indicates instructional fees and all charges due. All fees should be
paid before the first day of classes unless satisfactory arrangements are
made with the financial officer of the College.

LATE REGISTRATION FEE

A fee of $5 will be charged to students who register after the an-
nounced registration period.

RE-ADMISSION

A student whose work at the Scioto Technical College has been inter-
rupted should write to the Admissions Office for the necessary forms
several weeks before the beginning of the quarter for which re-admission
is desired. He must file transcripts of any college work taken after sep-
- aration from the College if he has not been enrolled during the previous
two years.

ADMISSION BY TRANSFER

Any student who is in good standing at another accredited institution
may apply for admission to the Scioto Technical College. This student
must follow the application procedures outlined above. In addition he
must submit an official transeript from. the previous school. Official
evaluation for transfer credit is made when requested, after the applica-
tion for admission is completed. Only courses with grades of C or better
are considered for transfer.

1



FEES FOR ACADEMIC YEAR (THREE QUARTERS)

IN OUTOF OUTOF
COUNTY COUNTY STATE

Application Fee* 10.00 10.00 10.00
Tuition 450.00 450.00 450.00
General Fee 75.00 75.00 75.00
Surcharge** .00 15.00 75.00

The fee for part-time students is $10.00 per quarter hour.
Fees are subject to change by action of the Board of Trustees.
Approximate cost of books and supplies for one academic year are $125.

LABORATORY FEES

Data Processing $20.00 per quarter for 6 quarters
Accounting & Exec. Sec. 5.00 per quarter for 6 quarters
Dental Hygiene $20.00 per quarter for 6 quarters
Medical Laboratory 20.00 per quarter for 6 quarters
Plastics Engineering $15.00 per quarter for 6 quarters
Electro-Mechanical 10.00 per quarter for 6 quarters
Civil Engineering 10.00 per quarter for 6 quarters

The student activity fee is $5.00 per quarter.

FINANCIAL AID

The financial aid program at Scioto Technical College is predicated
upon the belief that the prime responsibility for assisting a student in
meeting college expenses lies with the individual student and his family.
However, it is recognized that in spite of prudent financial planning
many individuals and families of students may require some assistance
in financing an education. Financial assistance from the College should
be considered as supplemental to the family effort, but the Technical
College stands ready to help the student who is willing to help himself,
and whose family will help him as income and assets permit.

Students are expected to contribute toward the cost of their education
through family support and their own earnings and savings. Students

* Application fee is paid only the first quarter of enrollment.

**Qection 3357.09(G) of the state laws requires that a distinction be made between the
fees charged to a student whose permanent home address is within the district and the fees
charged to a resident of Ohio but not of the district.
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should consider summer employment to defray the costs of their educa-
tional expenses. Student assets are counted as part of family resources
and assessed over the two-year program.

The Scioto Technical College is a state institution and receives funds
from Ohio taxpayers through the state legislature. As a result, every
student receives some assistance in addition to his own contribution.

The following types of financial aid are available:

Scholarships are monetary gifts which do not involve repayment. Se-
lection is based on the student’s academic performance or potential and
the amount ordinarily varies with the student’s financial need.

Grants are awarded to students in need of financial aid and capable of
meeting normal academic requirements. These programs, funded prima-
- rily by the State and Federal Government, do not imply academic distine-
tion. Grants are non-repayable.

Employment opportunities are available for part-time work through
the employment referral service of the Student Employment Office as
well as through the College Work-Study Program. The latter program,
funded primarily through Federal resources, is available to students with

need from low income families.

Loans are financial aids which have the requirement that they be
repaid at a specific time. Most loans administered by The Student Finan-
cial Aids Office also have a minimal interest charge.

The Student Financial Aids Office welcomes inquiries from students,
parents, and friends of the College.

Address: Scioto Technical College
Box 766
Lucasville, Ohio 45648
Phone: 614 — 259-5566
VETERANS

All students who plan to attend Scioto Technical College under the
provision of a Veterans Educational Program must submit an application
in advance of their registration date. The V.A. authorization must then
be presented at the time of registration. Veterans receiving educational
benefits should be prepared to pay all expenses, inasmuch as tuition
payments are made directly to the veteran by the Veterans Administra-
tion. Veterans that submit applications too late to receive authorization
before registration will be required to sign a note for institutional cost.
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COUNSELING

Students are encouraged to make use of the available professional
counseling services. These services include both individual and group
counseling. The counseling staff assists students with educational and
occupational planning, changing educational goals, and personal prob-
lems. Students desiring more information concerning this service should
contact one of the student services counselors.

Office hours for counselors and student services staff are between the
hours of 8:00-4:00 or by appointment.

PLACEMENT SERVICES

Scioto Technical College assumes that students will be employable at
a job related to the particular technology upon completion of two years
training. Contacts and interviews will be set up at various times for
second year students.

This does not mean that a student will be guaranteed employment, but
an opportunity will be given to students to talk with prospective employ-
ers. .. '

Students attending the college are entitled to the placement service at
no cost.

PARKING AND AUTO REGISTRATION

Adequate parking facilities are adjacent to the College. Students
should park in designated areas only and should exercise proper driving
courtesy. The College assumes no responsibility for any losses which may
occur in its parking area, including both personal and property damages.
Nevertheless, the College will make every effort to police the campus.
Violators of College regulations or civil regulations will be prosecuted.

NEWSPAPER

The school newspaper is published to keep students informed about
events and other information. The staff consists of a faculty advisor and
students who serve on a volunteer basis. The paper is made available to
all students at a minimal cost.

14
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STUDENT GOVERNMENT

The student government will be the governing body for students on
campus. The officers of the student government will be elected by the
entire student body.

TECHNICAL CLUBS

Clubs may be established for students in each technology as they de-
cide. The purpose of the clubs is to help the student grow professionally
and provide service opportunities as well as social events.

In addition to technical clubs, other clubs for various purposes may be
opened by students.

INTRAMURALS

Intramural programs may be participated in by any student at the
college. The program is provided as a release from the classroom and
academic studies.

TRANSCRIPT

Students who wish to have a transcript of their work at Scioto Techni-
cal College sent to another institution or to a prospective employer must
submit a request for same in writing. There is no charge for the first
transcript requested by a student. Each additional transeript will require
a $1 transcript fee charge.

ADMINISTRATIVE OFFICE HOURS

Administrative offices are generally open from 8:00 a.m. to 4:00 p.m.
on a walk-in basis. It is preferred that students arrange appointments for
extended conferences.

FACULTY OFFICE HOURS

Hours when members of the faculty are available for conference with
their students are arranged individually by each faculty member and are
posted on faculty office doors.
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HOUSING

Students desiring information on housing in the Portsmouth Area
should contact the Housing Director at the College. A list of available
housing will be comprised during the summer quarter and will be mailed
to students.

The College does not accept responsibility for agreements, leases, or

contracts between students and landlords. Housing is the responsibility
of the student and parents.

BOOKSTORE
The College operates a bookstore where students may purchase books

and other required material for each quarter’s classes. Bookstore hours
will be posted on the door.

SMOKING

Smoking is confined to the lounges.

IDENTIFICATION CARDS

Identification cards are required and provided free for all students.
They should be obtained as instructed during registration or by contact-
ing the Student Activities Office. The identification card serves as an
admission pass to many college activities, and students without them may
be denied admission to college activities or to campus.

PART-TIME EMPLOYMENT

Students interested in part-time employment should registér in the

placement office. As employment becomes available, the student will be

notified.

EVENING SCHEDULE

The Scioto Technical College offers a broad curriculum for students
that desire to attend college during the evening. Fees for evening classes
are the same as day classes. An evening schedule is available upon request
from the Student Services Office.

16



LIBRARY

The library provides an excellent atmosphere for either leisure, reading
or serious study. If you have any questions concerning this facility, the
librarian will be happy to assist you.

FOOD SERVICE AND LOUNGE

A cafeteria is available for Scioto Tech students in the central building.
Hot lunches will be provided at a reasonable cost. There are also food
service machines available in the student lounge where food and beverag-
es can be purchased. Food and beverages will be consumed only in the
lounge or patio area.

STUDENT RESPONSIBILITIES

The Scioto Technical College cannot, nor will it attempt to, act in “loco
parentis” for any student. A student is expected at all times to show a
respect for order, morality, and the rights of others, and to exemplify in
his daily living a high sense of personal honor and integrity. The College
believes that students are the produet of their own experiences and that
they should assume certain responsibilities for their own conduct and for
that of their fellow students.
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GRADING SYSTEM

- Grade Quality Points
A — Excellent 4.0
B — Good 3.0
C — Fair 2.0
D — Poor » 1.0
E — Failing 0
F — Withdrawal Failing 0
G — No Credit 0
H — Withdrawal Passing
I — Incomplete

J — Transfer Credit
K — Credit by Examination
L — Audit

A grade of “E” receives no credit, A student making this grade must
repeat the course if he desires credit,

A grade of “I” is given to the student whose work in the course has
been generally passing, but some specific assignment or requirement has
not been met. If the required work has been completed within six weeks
of the following quarter, the passing grade may be substituted. If an “I”
is not removed within six weeks it becomes an automatic “E”.

In all cases the final grade will be at the discretion of the instructor
for the course.

Final grades are mailed to the student after they are recorded in the
Registrar’s Office. They are not issued orally.

QUALITY POINT AVERAGES

Quality points for a course are determined by multiplying the total
credit hours by the numerical equivalent of the letter grades earned in
a course. The quality point average for each quarter is obtained by divid-
ing the total number of quality points by the total number of credit hours
attempted. For example: .

Course Hours = Grade Quality
Communication Skills 101 4 A 16
Technical Math 108 4 C 8
Physics IIT 4 - B 12
Surveying CE701 3 C 6
Engineering Drawing 131 8 A 12

18 54

54/18=3.0 Quality Point Average
21



ACADEMIC INTEGRITY

Students at Scioto Technical College are required to do their own work

~ on all tests and assignments they may be given. Any form of cheating

may result in the student’s being “withdrawn failing” from a particular
course or courses, as well as possible dismissal from the College.

ATTENDANCE

Each instructor establishes the policy concerning attendance. Students
are expected to meet the attendance requirements for each course. Any
student who will be missing classes for an extended period of time should
notify his instructors in order that some type of arrangement can be
made for meeting course requirements. ‘

FACULTY MEMBER ABSENT FROM CLASS

In the event that a faculty member is not present at the normal time
a class begins, students are to remain in the classroom an additional
fifteen minutes. At the end of that time if the faculty member has not
arrived and no special instructions have been received, the students are
permitted to leave class without penalty. .

ACADEMIC DISMISSAL

A student who earns a grade average of 1.5 for any quarter will be
placed on academic probation. Both the student and his or her parents
will be notified if academic probation has been instituted.

A student may be dismissed from Scioto Tech if his cumulative grade
point average is below the following:

At the end of one quarter 1.00
At the end of two quarters 1.25
At the end of three quarters 1.50
At the end of four quarters 175
At the end of five quarters 180



‘Af student having a point average below these will have his records
reviewed by a committee composed of the student’s advisor, the Vice
President, and the Director of Student Services.

If permitted to remain in school, the student will repéat courses al-
ready taken rather than enrolling in new courses. The student will contin-
ue until the cumulative point average is at or above those listed.

It is recommended that 3 student repeat all courses in his major field
in which he has received a grade of D.

GRADUATION REQUIREMENTS

In order to graduate, a student must have a 2.0 overall cumulative and
a 2.0 in his major field. He must also have maintained at least a passing
grade (D) in all courses required to complete his program. He must not
have any outstanding institution notes or bills,

GOOD STANDING

To be in good standing and entitled to honorable dismissal, graduation,
and the issuance of transeripts, a student must not be on probation, or
have any fees or disciplinary action outstanding against him.

ACADEMIC HONORS

Full-time students with a quality point average of 3.5 for the quarter
are placed on the Dean’s list.

Students who have a cumulative grade point average of 3.5 at gradua-
tion are given recognition at Commencement by graduating with honors.

WITHDRAWAL FROM COLLEGE

A student who wishes to withdraw from the college in good standing
must obtain forms from a student services counselor. Students leaving
without proper forms will receive grades of E in all courses and will not
be entitled to fee refunds.

COURSE WITHDRAWALS AND REFUNDS

A course can be dropped any time during the first thirty five class days
of the quarter with no academic penalty. An H or F is simply noted on
the student’s records. After the first thirty five class days of the quarter,
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a course may not be dropped except for extenuating circut.nstanees and
approval of the instructor and a counselor in student services. Refunds
will be made on the following schedule:

A. First through 5th day of classes — full fees less $10

B. Sixth through 10th day — 50% of tuition

C. Tenth through 20th day — 25% of tuition ‘
D. Twenty-first day to the end of the quarter — no refund
E

Laboratory fees and student activity fees are not refundable after
the 5th day.

F. If fees are paid under mistake of law or fact, then they are refund-
able in full.

NO CREDIT

During the first thirty five class days of the quarter, the student has
the option of taking a course for no credit. In such case, an NC will be
noted on the student’s records. A student electing to take an NC in a
course will attend and participate in class meetings.

PROFICIENCY EXAM

Credit may be allowed for previous academic work or experience on the
basis of a Proficiency Examination administered at the Scioto Technical
College. In such cases, tangible evidence of qualifications in specific sub-
ject areas must be made available to the Records Office. A service fee of
$10 per examination must accompany each petition. The general policy
will be that required courses may be waived and credit toward gradua-
tion may be awarded upon department approval.

Course work accepted on this basis of approved proficiency will be
recorded on the student’s permanent record as a “K”. The course credit
by examination is granted. The credit report of a course for which credit
has been granted will not be included in the calculation of the quarter
grade average or in the calculation of the total cumulative grade point
average.

No student will be awarded credit by examination for any course in
which he is already enrolled after the fourth week of classes during any
regular quarter, or after the second week of a summer term.
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102

103

104

105

106

107

121

COMMUNICATION SKILLS DEPARTMENT

Communication Skills I : ,

This course is to help the student develop or improve the study
skills needed to succeed in college. It should: help the student
in adjusting to college work, developing methods of improving
his vocabulary, his reading, and listening skills.

Communication Skills I : -
A study of the fundamental principles for writing clear, concise
exposition. The emphasis is on paragraph writing of all types
and critical and logical thinking.

Communication Skills III :

This course continues a study of the fundamental principles for
writing clearly and effectively. Logic in writing, a relationship
between idea, purpose and form, and polishing or revising the
writing are emphasized.

Communication Skills IV
The course will cover the nature and function of all forms of
mass communication in press, television, radio, film, and the

related fields of advertising and public relations. The purpose.

is to help the student to judge with valid critical standards the
performances of the media.

 Technical Writing

Technical Writing (Retail) emphasizes the written and spoken
communication in the business field. Business cornmunication
skills are stressed, including business letters and business
forms.

Speech I _
Public speaking employing principles of effective oral commu-

nications in a variety of practical speaking situations.

Speech II ‘

A concentrated study of conference types, methods, and tech-
niques through examination of theory and practical student
application of the principles including the extensive use of
audio-visual equipment in oral presentations.

BEHAVIORAL SCIENCE DEPARTMENT

Principles of Psychology v
Study of the behavior of the individual in terms of maturation,
learning, thinking, emotions, perception, motivation, and indi-
vidual differences.
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122

123

124

125

108

109

Principles of Sociology

An analysis of the relatlonship of the individua] and the group

to socia] institutions, The cultura] background of American

Civilization. Collective behavior, human ecology, and socia]

change are studied, Emphasis on the social effects of modern
hnology ang the adjustments of man to his culture.

Principles of Economics I

Introduction to American capitalism: basic économic concepts,
including elementary demand-supp]y and price system analy-
sis. Macro-economics: national income analysis, employment
theory, inflation, business cycle, fiseal policy; American eco-
nomic growth, Money: role of money, the institutions and fune-
tions of the American banking system, monetary policy.

Principles of Economics 11
Micro-economies: price determination ip various product and

MATHEMATICS DEPARTMENT

Technical Mathematics 1
The choice of topics and the order in which they are Presented

A continuation of Technical Mathematics I to include vectors
and imaginary and complex numbers, Logarithms are intro-



110

Mi111

DP311

DP312

DP313

150

EC416

M107

Technical Mathematics ITI

A continuation of Technical Mathematics 11 to include plane
and solid analytic geometry. The study includes the straight
line, circle and conic sections. Algebraic methods are applied to
the study of curves and surfaces in three-dimensional space-

Technical Mathematics IV

A continuation of Technical Mathematies III to include caleu-
lus, limits, and differentiation, and integration of algebraic and
trigonometric expressions. Successive differentiation, maxima
and minima, differentials and definite integrals.

Data Math 1

A study of the mathematics and logic necessary for computer
programming. The real numbers and related laws. Operations
with signed numbers. Properties of exponents and decimal
numbers. Other bases: eight, sixteen, the binary system. Basic

algebra: ‘facboring, fractions, radicals, fractional exponents.

Data Math 11

Simple inequalities. Solution of quadratic equations. Tables
and graphs. Linear, quadratic, hyperbolic, exponential, and
logarithmic functions. Common logarithms. Simultaneous Sys-
tems in two and three variables. Determinants.

Data Math 111

Matrix solutions of linear simultaneous systems. Linear pro-
gramming solutions by graphing, algebraic, matrix, and sim-
plex methods. Series, sequences, arithmetic and geometric
progressions, summations.

Business Mathematics 1

Proficiency in the fundamental skills of mathematics as ap-
plied to business. Emphasis will be placed on payroll proce-
dures, business and financial reports, presentation of business
data, and computing of interest for money and banking.

Business Statistics

Basic techniques relating to organization of business and eco-
nomic data and derivation of calculations therefrom. Analysis
and interpretation of the results of statistical summaries, com-
parisons, ete. Statistical descriptions involving use of averages,
relatives, and dispersion. Tests relating to significance, proba-
bility, sampling, and quality control applications of statistics.
Trend analysis and correlation.

Basic Mathematics

A review of arithmetic operations including common decimal
fractions, and progressing through signed numbers, simple
equations and formulas, factoring, algebraic fractions, powers,
roots, radicals, simple quadratic equations.
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P110

111

112

113

114

115

BASIC SCIENCES DEPARTMENT

Basic Inorganic Chemistry

An introductory course in fundamental chemieal concepts and
laboratory techniques. Atomic structure, periodic classification
of elements, chemical equations, chemical calculations, solu-
tions, acids and bases, oxidation, reduction, reactions, and the

gas laws.

Introduction to Organic Chemistry

A course in fundamental organic chemistry. The study of car-
bon compounds; aliphatic hydrocarbons, alcohols, ethers, aldeh-
ydes, ketones, organic acids, esters, amines, and aromatic
compounds. An introduction to carbohydrates, lipids, and pro-
teins. Related laboratory.

Physics (Basic)

A study of the more important principles of mechanics, heat, ’

light, sound, #hd electricity. Problem solving and qualitative
description of physical principles. Lectures and laboratory
demonstrations.

Physics (Heat, Light, Sound)

Fundamental properties and basic principles of heat, light and

sound.

Physics (Mechanics)

Basic measuring systems, methods and conversions and calcu-
lations for physics. Properties of solids, liquids, and gases. Stat-
ics and motion. Friction. Work, power, and energy. Simple
machines. Laboratory and demonstrations related to lecture.

Physics (Electricity)

An introduction to electrical cireuitry with emphasis on the
concepts of electrical physics. The nature of magnetism and
electrostatics, electrical umts. Basic direct-current circuits,
Ohm’s law, electrical measurement. Sources and effects of elec-
trical currents, cells. Electric power and energy. Electromagne-
tism and electromagnetic induction, Properties of alternating
current, simple A-C circuits. Generators and motors.

Chemistry 1

Fundamental principles of chemistry are developed. A study is
made of the metric system, the gas laws, chemical notation and
equation writing as needed, atomic structure, periodic law, law
of mass action, equilibrium, acids, bases and salts. Laboratory
work correlates with class work.

Chemistry I1

This is a continuation of Chemistry I, and applies the general
chemical principles that were developed to the study of the
common elements, especially those used in metallurgy.
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Chemistry III

An individual study of the different groups of the periodic
table, and an introduction to the theory and methods of qualita-
tive analysis. Brief study of organic chemistry.

Field Biology o

Introduction to identification and natural history of our local
flora and fauna, with a biotic community approach. Fresh
water biology.

Microbiology

A survey of representative types of microorganisms. Emphasis
is placed on cellular structure and physiology, nutritional and
environmental requirements and methods of reproduction. In-
troduction to the role of pathogenic organisms in carrying dis-
eases and infections. Principles of immunity and resistance to
disease. Laboratory includes methods of sterilization, culture,
staining and identification.
Physiology & Anatomy \

This course familiarizes the health technology student with the
various systems of the body. Systems covered in this course
include: skeletal, muscular, circulatory, respiratory, urinary,
nervous, digestive, and reproductive.

General Ecology

A study of the structure of life processes of seed plants influ-
encing plant behavior. A study of the plant kingdom is includ-
ed. Emphasis on local flora, plant identification, and plant
ecology as it relates to the naturalist or park manager and his
responsibility to protect and maintain his area. A study of the
animal kingdom, with emphasis on local wild animals, like that
which is prevalent in recreation areas, and fresh water ecology.

Principles of Medical Science 1

Basic inorganic, organic and bio-chemistry, with emphasis on
physiological principles and applications. Includes principles of .
physics and metric system. Designed principally for Health
Technology programs. Study of Chemistry and other related
subject matter included in laboratory.

Principles of Medical Science 11

Fundamental concepts of cellular structure and physiology. A
study of the architectural plan of the body, its skeletal, muscu-
lar, and digestive systems. Emphasis is placed on morphological
and physiological concepts and applications. Laboratory in-
cludes gross anatomy and experiments in physiology.

Principles of Medical Science 111

Principles of electrolytes and fluid balance. Structure and
function of the circulatory and respiratory systems. Labora-

tory includes gross anatomy and experiments in physiology.
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Structure and functions of the nervous, urinary, and reproduc-
tive systems. Laboratory includes gross anatomy and ex-
periments in physiology.

ENGINEERING GRAPHICS DEPARTMENT

Engineering Drawing I

This is a beginning course for students who have had little or
no experience in drafting. The principal objectives are basic
understanding of orthographic projection; skill in orthograph-
ie, isometric, and oblique sketching and drawing; ability to
produce accurate and complete detail and assemble working
drawings; understanding of principles and appropriate applica-
tions of descriptive geometry; experience in using handbooks
and other resource materials; elementary understanding of de-
sign principles in machine parts used as drawing projects and
of the simplified drafting practices in industry. American
Standards Association standards are stressed. When feasible
an interpretation of industrial sketches and prints is introduced
to emphasize accepted drawing practices.

Engineering Drawing II

The instructional units of this second-year drafting course pro-
vides additional understanding of drafting problems, skills and
techniques essential to the draftsman; emphasize design appli-
cations and background knowledge needed to carry out draft-
ing and design functions; and introduce specialized drafting
areas valuable in preparation for work in design and pro-
duction options.

Engineering Drawing III

The practical aspects of dimensioning, cross sections, conven-
tional practices and representations along with exercises in
revolutions, developments, and intersections for problems in
engineering drawing.
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DEVELOPMENTAL COURSES

The developmental program is intended for students who do not have
the proper educational background to enter their chosen technologies.
Offerings include mathematics, physics, chemistry, and English. Enroll-
ment is made by compliance with regular admissions procedures. Devel-
opmental courses are usually offered during the summers as well as
during fall quarter.

PRE-TECH BIOLOGY

This course is designed for those students with an inadequate back-
ground in biological science. The course should be taken by those students
planning to enter one of the allied health fields that have not had biology
on the high school level. Topies and material presented is intended to
increase the student’s familiarity with terms, process, and classification.

PRE-TECH CHEMISTRY

This course is designed for those students with an inadequate back-
ground in chemistry. It should be taken by students planning to enter one
of the allied health fields or plastics engineering that have not had high
school chemistry. Topics and material presented is intended to increase
student’s familiarity with terms and chemical process.

PRE-TECH MATH

A brief review of the fundamentals used in arithmetic including addi-
tion, subtraction, multiplication, and division as applied to integers and
rational numbers. An introduction to the elementary concepts of basic
algebra with emphasis on manipulations of algebra expressions, solutions
to all types of equations, graphs and formula rearrangements.

PRE-TECH PHYSICS

This course is designed for those students with an inadequate back-
ground in math or physics. This course should be taken by those students
before taking Physics 114. Several physics topies and the mathematical
methods to study these topics are covered. Topics include metric system,
unit conversion, and vector analysis of forces and motion. An introduction
to laboratory procedures and report writing is included.
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ACCOUNTING TECHNOLOGY

© Accounting Technology is designed to give the student a strong back-
ground in accounting concepts and principles and experiences in the
application of the theory he learns. Emphasis will be placed on the use
of modern electronic accounting and calculating machines. The account-
ing student will be trained to apply his accounting skills in the field of
data processing and computers. Accounting students will get “hand on”
experience on the computer and will graduate with a “major” in account-
ing and sufficient courses in data processing to consider this a “minor.”

JOB OPPORTUNITIES

Positions available in Accounting Technology:

Accountant, Machine Processing — Coordinates mechanized account-
ing operations and confers with management and other department

‘heads to adapt accounting and other record-keeping systems to machine

accounting processes.

Junior Accountant — Accountant who verifies additidns, checks au-
dits, postings, and vouchers, analyzes accounts, and prepares statements,
ete.

Accountant — Applies principles of accounting to install and maintain
operatlons of general accounting system.

A graduate may gain employment in government agencies, public ac-
counting, business and industry, as industrial accountants, public accoun-
tants or bookkeepers for universities, foundations, schools and other
institutions.



ACCOUNTING TECHNOLOGY

Course ‘ Code Class Lab Credit
Hours Hours Hours

First Quarter
- Communication Skills I ’ G 5 0 4
Typewriting 1 T 2 4 3
- Introduction to Business T 4 0 3
. Accounting I T 3 4 4
Basic Mathematics B 5 0 4
19 8 18
Second Quarter
- Communication Skills IT ° G 5 0 4
«Computer Fundamentals and Procedures I T 2 4 3
.Business Math B 5 1] 4
1Business and Office Relations T 3 0 3
, Accounting II T 38 4 4
18 8 18
Third Quarter
. Communication Skills III - G 5 0 4
Accounting III T 3 4 4
+Computer Fundamentals and Procedures II T 2 4 3
*Business Statistics T 4 0 4
. Business Machines T 2 3 3
16 11 18
Fourth Quarter
« Principles of Sociology G 5 0 4
. Business Law I : B 4 0 3
- Intermediate Accounting I T 3 4 4
.Prineiples of Economics I B 5 0 4
.Cost Accounting I T ] 2 3
‘ 20 6 28
Fifth Quarter
- Principles of Psychology G 5 0 4
- Principles of Economies II B 5 0 4
+ Systems Accounting T 3 2 3
« Intermediate Accounting II T 3 4 4
- Cost Accounting IT T 3 2 3
19 8 18
Sixth Quarter ‘
- Business Organization and Management T 3 0 3
- Speech I G 3 0 3
« Tax Accounting T 2 3 3
-Credit and Finance T 3 0 3
. Auditing T 4 3 4
, Government Accounting T 2 3 2
' 17 9 18

*Students can complete the Communication Skills requirements by taking Comm. Skills .
I II, & III, or IT, II1, & IV.
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ACCOUNTING TECHNOLOGY

Introduction to Business "

A broad coricept of business and the development of an aware-
ness of the economic framework which constitutes our capital-
istic system.

Accounting 1 -

Introduction to fundamental accounting concepts and the pro-
cedures. The accounting cycle: nature of accounts and tech-
niques of recording, classifying, summarizing and analyzing
basic financial data. Application of fundamental accounting
techniques to partnerships and corporations. Accounting for
the formation, operation, and dissolution of business enterpris-
es.

Basic Mathematics

A review of arithmetic operations including common decimal
fractions, and progressing through signed numbers, simple
equations and formulas, factoring, algebraic fractions, powers,
roots, radicals, simple quadratic equations.

Computer Fundamentals and Procedures 1

Technical experience with stored program computer; machine
design, components, logical function; machine language and
symbolic programming language.

Typewriting I :

Introduction to typewriter operation and keyboard technique.
Application of these fundamentals in arranging simple letters,
tables, forms, and reports. Development of skills to an average
speed of 30 words per minute.

Business and Office Relations

Basic principles of office management as applied in both the
small and large office; functions of the office manager; organi-
zation of the office; office layout; manuals and reports; office
procedures; work measurement; office forms, and budgeting

'control.

Accounting II

Application of fundamental accounting techniques for cash,
long term investments, notes and accounts, inventory methods,
plant and equipment, liabilities. Introduction to manufactur-
ing operations, cost methods and management’s need of cost
data.

Intermediate Accounting IT

Continuation of Intermediate Accounting I, including tech-
niques for review and analysis of financial statements. Cash
and funds-flow analysis and reporting.
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Cost Accounting II

Estimating, planning, and controlling the costs of processes
and projects. Standard cost accounting procedures and the
analysis of variances. Cost and profit responsibility reporting
to management. Uses of cost and profit data in project selec-
tion, product pricing, and other function of management.

Business Organization and Management
Formal and informal organizational structures including line
and staff relationships indicating authority and responsibility.

Tax Accounting ’

Current income tax law and regulations related to business and
individual income tax reporting. Practice in preparation of tax
returns of businesses and individuals.

Credit and Finance
Forms of business organization; corporate securities; financing
through securities; sources and management of working cap-

ital; administration of income; expansion and combination; re-

organization receivership, and dissolution. -

Auditing

Independent and internal audits, professional ethics, legal lia-
bility, internal control, auditing standards, and procedures. Ev-
idential matter, the auditor’s approach and techniques, reports,
statistical sampling, advisory services to management. ‘

Government Accounting

Basic concepts of fund accounting systems and procedures used
by governments and most non-profit institutions, and the col-
lection, processing, and interpretation of financial transactions
data of these organizations.

Accounting ITI
Reporting and analysis of financial data. Financial statement
introduction, analysis and interpretation to meet the needs of

‘modern management. Introduction to accounting techniques

applicable to parent and subsidiary companies and departmen-
tal and branch operations. Budgeting as an aid to management,
and the importance of income tax considerations in financial
decisions.

Computer Fundamentals and Procedures II

Fundamentals of business electronic data processing; practical
business programs converted to EDP; symbolic programming
system using cobal; magnetic tape concepts including Input-
Output Control Systems.

Business Machines

Development of fundamental working knowledge of various
office machines including adding, calculating transcribing, du-
plicating, copy machines, tape recorders, and illuminated draw-
ing boards.
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Business Law I

Introduction to major points of business law, based principally
on Uniform Commercial Code; consideration of Uniform Acts
relating to specific legal areas. Contracts, agency and employ-
ment, negotiable instruments, personal property, and bail-
ments.

Intermediate Accountmg I

Accounting concepts and prmclples, with emphams on special
problems of asset valuation and income determination. Prac-
tice and theory in reporting on financial position and the re-
sults of operations of business enterprises.

Cost Accounting I

Introduction to cost accounting systems and methods. Cost con-
cepts, classifications, and measyrement techniques in relation
to their importance in some determination, planning, and con-
trol. Job order and process cost accounting methods.

Systems Accounting

Developing, organizing, and using accounting data, analyzing
and improving accounting systems, systems reviews, flow
process charting, structural flow charting, internal check, in-
ternal control, forms and paper flow analysis.



DATA PROCESSING AND COMPUTER
TECHNOLOGY

Although the electronic computer is no longer considered a new ma-
chine, the data processing and computer field is continually growing,
providing various job opportunities.

Computer can follow only carefully prepared, step-by-step instruc-
tions. It is the programmer who prepares these instructions. Every prob-
lem that is processed on a computer must be first analyzed to assure the
efficient processing of data. There are several possible ways of obtaining
the correct answer to any given problem, some of them are more direct
than others.

The courses in data processing and computer technology are designed
to equip the graduate to be a programmer; that is, to solve problems
encountered in the field of business by means of the computer.

The programmer first analyzes the problem and produces flow charts
showing possible solutions to the problem. The flow charts are then coded
to direct the computer in its actions. After the program has been checked
very thoroughly, it is turned over to computer operators to be used as
needed. Detailed operating instructions must accompany the program so
that others may be able to understand and use the program.

JOB OPPORTUNITIES

Programmer — Works closely with systems analysts to define prob-
lems, analyze the input data and output report requirements, and prepare
a program of instructions which the computer can follow to solve the
problem.

Systems Analyst — Develops ordered methods for data collection,
processing, and reporting.

Data Processing Manager — Plans, coordinates and directs all data
processing activities for organization; supervises computer center and
punched card installations.

Other positions are available to the graduate technician after several
years of experience.



DATA PROCESSING AND COMPUTER

TECHNOLOGY
Course Code Class Lab Credit
Hours Hours Hours
First Quarter
Communication Skills I G 5 0 4
Accounting Concepts I B 3 2 3
Data Math I B 5 0 4
Introduction to Business B 4 0 3
Computerized Unit Record I T 3 5 4
20 7 18
Second Quarter
Communication Skills IT G 5 0 4
Accounting Concepts II B 3 2 3
Data Math II B 5 0 4
Computer Fundamentals I T 3 5 4
Basic Computer Concepts T 2 3 3
18 10 18
Third Quarter
Communieation Skills III G 5 0 4
Data Math III B 5 0 4
Business Statistics B 4 0 4.
Computer Fundamentals II T ] 5 4
17 5 16
Fourth Quarter
Technical Writing G 3 0 3
Principles of Sociology G 5 0 4
Business Law I B 4 0 3
Systems Accounting T 3 2 3
Systems Programming and Lab I T 3 6 5
) 18 8 18
Fifth Quarter
Systems Analysis T 3 3 4
Systems Programming and Lab II T 3 9 6
Principles of Psychology G 5 0 4
Principles of Economics I B 5 0 4
16 12 18
Sixth Quarter
Speech I G 3 0 3
Advanced Programming T 3 6 4
Cost Accounting (DP Applications) T 3 2 3
Business Organization and Management T 3 0 3
Case Study — Computer Systems T 8 6 4
15 14 17

*Students can complete the Communication Skills requirements by taking Comm. Skills
I, II, & III or Comm. Skills II, IfI, & IV.
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DATA PROCESSING AND COMPUTER
TECHNOLOGY

Accounting Concepts I

Introduction to fundamental accounting concepts and the pro-
cedures. The accounting cycle; nature of accounts and tech-
niques of recording, classifying, summarizing and analyzing
basic financial data. Application of fundamental accounting
techniques to partnerships and corporations. Accounting for
the formation, operation, and dissolution of business enterpris-
es.

Introduction to Business

A broad concept of business and the development of an aware-
ness of the economic framework which constitutes our capital--
istic system. '

Computerized Unit Record I

Introduction to the theory of punch card equipment. Exercises
in interpreting, reproducing, collating, and basic accounting
machine functions, together with utility program use.

Accounting Concepts I1

Application of fundamental accounting techniques for cash,
long term investments, notes and accounts, inventory methods,
plant and equipment, liabilities. Introduction to manufactur-
ing operations, cost methods and management’s need of cost
data.

Computer Fundamentals I

Technical experience with stored program computer; machine
design, components, logical function; machine language and
symbolic programming language. :

Systems Accounting

Developing, organizing, and using accounting data, analyzing
and improving accounting systems, systems reviews, flow
process charting, structural flow charting, internal check, in-
ternal control, forms and paper flow analysis.

Basic Computer Concepts

Fundamental knowledge of what computers are and what role
they play in modern technology. Computers and programming
systems in general.

Computer Fundamentals IT
Fundamentals of business electronic data processing; practical
business programs converted to EDP; symbolic programming
system using cobol; magnetic tape concepts including Input-
Output Control Systems.
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Systems Programming and Lab I

Further development of basic computer concepts and tech-
niques of programming, including solution of business prob-
lems.

Systems Analysis

Various considerations inherent in designing a business sys-
tem,; file design; run organization; use of proper controls. Prin-
ciples of form design for source documents and printed
outputs. Investigation and evaluation of various data
processing systems.

Systems Programming and Lab II
Further techniques of machine-oriented languages, file-han-
dling methods using magnetic tape.

Advanced Programming
Higher level programming languages playing a more promi-
nent role in modern computer science.

Cost Accounting (DP Applications) :
A study of the collection, processing, and interpretation of
materials costs, labor costs, and marketing costs, including case
studies which illustrate the objectives and role of the computer
in cost accounting system.

Business Organization and Management
Formal and informal organizational structures including line
and staff relationships indicating authority and responsibility.

Case Study — Computer Systems ‘
Practical experience in the three stages in the evolution of a
complete system — analysis of present information flow, sys-
tem specifications and equipment selection, implementation of
the system.



EXECUTIVE SECRETARIAL TECHNOLOGY

Secretaries are essential to business, industry, government, and the
professions. :

The demand for good secretaries far exceeds the supply; thus, the
education in this field provides many opportunities to work in pleasant,
attractive surroundings performing interesting tasks for appreciative
people.

As the name of the program implies, the executive secretary must have
all the usual secretarial skills plus the ability to make decisions and aid
* in the implementation of management plans and policies. The basic secre-
tarial skills are learned in the classroom and laboratories of the Technical
College under the tutelage of competent instructors. The same instruc-
tors, experienced in business and industry, help develop the insight,
knowledge, and skills necessary for the smooth and effective operations
of office management.

JOB OPPORTUNITIES
Positions available in the Executive Secretarial Technology are:

Legal Secretary — Prepares legal papers and correspondence of legal
nature, such as summonses, complaints, motions, and subpoenas. Takes
 dictation in legal terminology.

Medical Secretary — Prepares medical charts and reports for doctors
or hospital personnel, utilizing knowledge of medical terminology. Takes
dictation in medical terminology.

Executive Secretary — Have a high degree of stenographic speed and
accuracy. Responsible for supervision of other clerical personnel. Usually
handles all types of correspondence and handles private and confidential
reports. )

Administrative Secretary — Keeps official corporative records and
executes administrative policies determined by or in conjunction with
other officials. Prepares memorandums outlining and explaining admin-
istrative procedures and policies to supervising workers.

There are advancement possibilities after several years of experience.
The secretarial technician can advance to the highest position in ‘the
secretarial field. She serves as an administrator of the entire clerical
department of an organization, or as the private secretary to the presi-
dent of a corporation.
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EXECUTIVE SECRETARIAL TECHNOLOGY

Course ’ Code Class Lab Credit
Hours Hours Hours

i

| First Quarter
‘» Communication Skills T G 5 0 4
1 Business Mathematics I B 5 0 4
! Accounting 1 B 3 4 4
| Typing I T 2 2 3
i Shorthand 1 T 3 2 3
j 18 8 18
| Second Quarter
| Communication Skills II G 5 0 4
i Introduction to Business B 4 0 3
| Accounting I1 B 3 4 4
Typing I T 3 2 3
! Shorthand II T 3 2 8
| 18 8 17
%! Third Quarter
| Communication Skills IT1 G 5 0 4
]e Dictation and Transcription 1 T 3 2 3
! Introduction to Data Processing T 3 4 4
Typing III T 2 3 3
Shorthand 111 T 3 2 3
16 11 17
| Fourth Quarter
i Secretarial Internship T 0 40 6
Seminar for Critique of Experience T 0 0 2
: 40 8
| Fifth Quarter
1 Business Machines T 2 4 3
! Principles of Sociology G 5 0 4
| Dictation and Transcription 11 T 3 2 3
i Office Procedures and Techniques T 3 2 3
Business Law ) . B 4 0 3
; Shorthand IV T 1 4 2
| 18 12 18
| Sixth Quarter
] Economics I B 5 0 4
j Speech 1 G 3 0 3
Secretarial Practices 1 T 3 2 3
: Personnel Management T 3 2 3
Principles of Psychology B 4 0 3
! Dictation and Transcription Speed Building 0 3 1
{ 18 7 17
| Seventh Quarter
1 Economics 11 B 5 0o - 4
| High Speed Dictation - T 3 2 3
; Secretarial Practices I1 T 3 2 3
! Government and Business G 3 0 3
i Special Problems in Dictation, Transcription
; and Typing T 1 4 2
15 8 15

*Students can complete the Communication Skills requirements by taking Comm. Skills
1, II, & IIT or Comm. Skills II, 1L, & IV.
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EXECUTIVE SECRETARIAL TECHNOLOGY

Accounting 1

Introduction to fundamental accounting concepts and the pro-
cedures. The accounting cycle: nature of accounts and tech-
niques of recording, classifying, summarizing and analyzing
basic financial data. Application of fundamental accounting
techniques to partnerships and corporations. Accounting for
the formation, operation, and dissolution of business enterpris-
es.

Typing 1

A study of the touch system of typewriting with an emphasis
on the development of speed and accuracy. (Students entering
the program with a basic skill of at least 40 words per minute
will substitute a course from a related technology.)

- Shorthand I

A study of manual stenography introducing the student to
basic shorthand theory emphasizing phonetics, word families,
brief forms and phrases, and penmanship. (Students entering
the program with a basic skill of 60 words per minute will
substitute a course from a related technology.)

Accounting IT

Application of fundamental accounting techniques for cash,
long term investments, notes and accounts, inventory methods,
plant and equipment, liabilities. Introduction to manufactur-
ing operations, cost methods and management’s need of cost
data.

Typing 11

An application of typewriting with emphasis on the develop-
ment of speed and accuracy and the mastery of correct typing
techniques used in making tabulations; typing manuscripts,
correspondence, and business forms; and preparation of mate-

rials for various forms of office duplication.

Shorthand II

A continuation of Shorthand I designed to perfect shorthand
theory, phonetics, word families, brief forms and phrases, and
penmanship with practice for speed and accuracy on wireless
shorthand laboratory facilities.

Introduction to Business ,

A broad concept of business and the development of an aware-
ness of the economic framework which constitutes our capital--
istic system.
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Dictation and Transcription I

A supplemental course to Shorthand I1I emphasizing practice
in taking dictation and transcription at various rates of speed
for mailable copy including office-style dictation procedures

and techniques in addition to practice with wireless laboratory
equipment.

Shorthand HI (Skill Building)

A continuation of Shorthand II to build speed and accuracy to
80 words per minute including new theory in other technical
areas.

Business Law I

Introduction to major points of business law, based principally
on Uniform Commercial Code; consideration of Uniform Acts
relating to specific legal areas. Contracts, agency and employ-
ment, negotiable instruments, personal property, and bail-
ments.

Introduction to Data Processing
An introduction to data processing. Terminology, applications
to business problems, and limitations.

Secretarial Internship I

A work experience providing application of all phases of the
theory taught in the secretarial program; taking dictation and
transeribing routine composition, duplicating processes, record
and file maintenance, telephone service, reception, reservation
responsibilities, itinerary maintenance, handling of expense ac-
counts and bank accounts, follow-up systems, research of spe-
cial projects, taking minutes, screening and routing mail, and
procuring supplies. ‘

Seminar for Critique of Experience '
Weekly evaluation report. -

Business Machines I

A familiarization course in various types of modern office ma-
chines, including adding-listing machines, electronic and me-
chanical calculators, office duplicating machines, bookkeeping
and accounting machines, and various types of dictation and
transcription machines.

Dictation and Transcription II

A continuation of Dictation and Transcription I with increased
emphasis on increasing speed and mailable copy .with specific
practice in transcribing material from other technical areas
utilizing the wireless shorthand laboratory extensively.

Secretarial Practice I

A course designed to integrate all the knowledges and the skills
learned by the student through application to office routines
and actual office work flow including an in-depth study of the
principles of correct filing and filing systems.
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Personnel Management

The philosophy, principles, and methods of personnel manage-
ment; organizational structure, areas of responsibility and au-
thority, policy making, procurement and placement, training,
evaluation, wage and salary administration and benefit pro-
grams.

Secretarial Practices II

A continuation of Secretarial Practices I with further use of
integrated skills by extensive use of practice sets and including
selection, purchase, and inventory of supplies.

Government and Business

A study of the economics of American industry and its interre-
lationships with American government including a survey of
comparative economic systems.

Special Problems in Dictation, Transcription, and Typing
Concentration on individual needs for improving typing com-
petence and acquisition of the ability to transeribe dictation
into accurate grammatical copy. Dictation, including terminol-
ogy from medicine, law, engineering, insurance, and education.
Transcription from dictation machines.

High-Speed Dictation

A course designed to perfect the student’s shorthand skill to
rates from 100 to 150 words per minute through the extensive
use of the wireless shorthand laboratory and related materials
including intensive practice on all types of voice recording and
transcription machines, and techniques employed in conference
and court reporting with an introduction to machine stenogra-

phy.

Office Procedures and Techniques

A study of the fundamental principles and practices used to
expedite work including office organization and management;
office location layout, and equipment, and design and control
of office procedures.

Typing II

Emphasis on developing the student’s ability to function as an
expert typist producing mailable copy. Application of typing
ability to producing technieal reports, minutes, drafts and busi-
ness correspondence.

Shorthand IV

A systematic development of business vocabulary in the areas
of medicine, science, law, and international trade. Develop-
ment of high speed in these areas through the use of expert
short cuts and high frequency brief forms and derivatives.
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RETAIL MID-MANAGEMENT TECHNOLOGY

Retailing is the last link in the chain that reaches from the produger
or manufacturer to the consumer. It is so closely related to the eptlre
business community that it readily provides an accurate index for judg-
ing the health of the economy. The retailer provides an outlet t:or mers
chandise and customer services. He is responsible for presenting new
articles that may create a new market, as well as being responsible for

supplying customer needs.

The retailing industry is particularly attractive because of the variety
in the types of work performed by middle managers. Buying, stock con-
trol, stock storage, promotion, marketing, accounting, personal manage-
ment, and legal procedures for retailing are among the many functions
a retail mid-manager performs. As advancement occurs, the mid-manag-
er increases his responsibility and authority to become an important part
of the management team. In multi-unit companies, he may become the
manager of a pranch organization. He is constantly working with people
inside and outside his company to ensure constant development of both
sales and profits.

JoB OPPORTUNITIES

Positions available in retail mid-management technology:

Department Manager — Supervises and coordinates activities of
workers in department stores and chain stores. Schedules work hours and
assigns duties of workers. Orders merchandise, supplies, and equipment.

Buyer — Purchases merchandise for resale; selects and orders mer-
chandise from showings of manufacturing representatives, basing selec-
tion on nature of clientele, demand for specific merchandise, and
experience as buyer.

Assistant Buyer — Verifies quantity and quality of stock received
from manufacturer. Authorizes payment of invoices or return of ship-

ment. Approves advertising copy for newspaper.

Store Manager — Manages retail store, performing following duties

- personally or through subordinates: hires, trains and discharges employ-

ees, plans work schedule and supervises workers to ensure efficient and
productive performance of job.

Positions available to the graduate after several years of experience
are: district manager, merchandise manager, assistant store manager
and manager of 2 large store.
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RETAIL MID-MA

Course

First Quarter

Communication Skills I
Business Math

Prineiples of Economies 1
Introduction to Business
Accounting Concepts I

Second Quarter

Communieation Skills 11
Marketing

Accounting for Retail
Introduction to Data Processing
Principles of Eeconomics I1

Third Quarter

Speech I
Communication Skills IT1
Principles of Management
Introduction to Retail
Salesmanship I

Fourth Quarter.

Retail Internship 1
Special Problems' in Retailing

Fifth Quarter

Speech I1

Technical Writing (Retail)
Business Law I

Personal Development
Sales Promotion

Sixth Quarter

Principles of Psychology
Business Statistics
Credit and Collection
Retail Buying

Retail Cage Studies

Seventh Quarter

Government & Business
Personnel Management
Principles of Sociology
Human Behavior
Advertising

*Students can complete the Co
LI & 11, or Comm. Skills I I
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DP314

Business Math I

Proficiency in the fundamental skills of mathematics as ap-
plied to business. Emphasis will be placed on payroll proce-
dures, business nd financial reports, presentation of business
data, and computing of interest for money and banking.

Introduction to Business

A broad concept of business and the development of an aware-
ness of the economic framework which constitutes our capital-
istic system.

Accounting Concepts 1

Introduction to fundamental accounting concepts and the pro-
cedures. The accounting cycle: nature of accounts and tech-
niques of recording, classifying, summarizing and analyzing
basic financial data. Application of fundamental accounting
techniques to partnerships and corporations. Accounting for
the formation, opera jon, and dissolution of business enterpris-
es.

Credit and Collection

The organization of this course grants the student an apprecia-
tion of the economic an social implications of e
ses him to the specific type of credit. It presents the vital
principles of credit management as well as the everyday expe-
rience of an actual credit manager.

Retail Buying

A study of the buyer’s role and buying routines in a retail
establishment. Included will be the process of the buyer’s deci-
sion in merchandising and controlling a retail department.

Retail Case Studies

A study into the analysis, interpretation and solution of cases
relating to the retail institution. Cases will involve manage-
ment, personnel, pricing, merchandising, sales, advertising an
controlling circumstances.

A study of marketing fundamentals, consumption and consum-
er behavior, retailing and wholesaling structures. The func-
tions performed in marketing, marketing policies, and a critical
appraisal of the field of marketing.

Introduction to Retailing

Principles and methods of retail management, including organ-
ization, policy making, location, operation, selling services, re-
cords, inventory, expense control, insurance, and the
coordination of a store.

Introduction to Data ing
An introduction to data processing. Terminology, applications
to business problems, and limitations.
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RM503

RM506

RM504

RM509

RM510

154

EC414

RM502

126

RM505

Principles of Management
A realistic approach to the principles and practices of manage-
ment,

Accounting for Retail

Application of fundamental accounting techniques for cash,
long term investments, notes and accounts, inventory methods,
plant and equipment, liabilities. Introduction to manufactur-
ing operations, cost methods and management’s need of cost
data.

Salesmanship I
A study of selling, including preparation for selling, sales
processes, and an introduction to sales management.

Retail Internship I ‘
Supervised on-the-job application of knowledge and skills ac-
quired in the classroom.

Special Problems in Retailing I

The first of two courses in which the student applies his practi-
cal knowledge of retailing to specific areas of his Jjob and sub-
mits reports to his coordinator-supervisor.

Business Law I

Introduction to major points of business law, based principally
on Uniform Commercial Code; consideration of Uniform Aects
relating to specific legal areas. Contracts, agency and employ-
ment, negotiable instruments, personal property, and bail-
ments,

Personal Development

A study of business office behavior and etiquette, personal
hygiene and office attire, refinement of oral communications
with emphasis on conference forms, leadership, and techniques.

Sales Promotion

A study of the various sales-promotion activities, including
advertising, retail display and the coordination of an effective
sales-promotion program.

Government and Business

A study of the economics of American industry and its interre-
lationships with American government including a survey of
comparative economic systems,

Personnel Management

The philosophy, principles, and methods of personnel manage-
ment; organizational structure, areas of responsibility and au-
thority, policy making, procurement and placement, training,
evaluation, wage and salary administration and benefit pro-
grams,
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