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WASHTENAW COMMUNITY COLLEGE
7 PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: CTADA  Program Name: Administrative Assistant I Effective Term: Fall 2013

Division Code: BCTD Department: Business Office Systems

Directions:
1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a coutse, ot adding
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

[ Review []Program admission requirements

XIRemove course(s): BOS 107 []Continuing eligibility requirements

DXJAdd course(s) BMa / M 512/4 [] Program outcomes

[JProgram title (tltle was ______ [CJAccreditation information

XDescription [ IDiscontinuation (attach program discontinuation
DT}’PC of award plan that includes transition of students and timetable
[(JAdvisors for phasing out courses)

[(JArticulation information []Other

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation:
Content from BOS 107 (Office Administration I} is being merged into BOS 250 (Office Administration II). BOS 250 is
currently included within the Office Administration IT Advanced Certificate.

Financial/staffing/equipment/space implications:
No changes in or additional staffing/equipment/space resources required.

List departments that have been consulted regarding their use of this program.

N/A
_Signatures:
Reviewer Print Name
Initiator Joyce Jenkins b
Department Chait Joyce Jenkins Q
Division Dean/Administrator Rosemary Wilson <
Vice President for Instruction Witliam Aperneth Y A
| President I )

vrite in shaded area. Entcred in: Banner, C&A Database Log File ﬁ(ﬁo‘m Approval . ,
Please submit completed form to the Office of Curriculum and AsSessment and efai electronic copy to sjohn@wccnet.edu for
posting on the website.

éza/ S/ / '3
0 of Curricul sessment http://www.wccnet.edu/departments/curriculum
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%Y Washtenaw Community College ) Office of Curriculum and Assessment

Program Information Report

Administrative Assistant I (CTADA)
Certificate
Program Effective Term: Fall 2013

This program prepares students for immediate employment in entry-level information processing, receptionist, and general office
positions. Students will obtain skills in document formatting, electronic organization and collaboration, record management, and
Internet communication and scheduling. It also gives students credits that can be used toward an associate degree in Business Office
Administration.

1 Requirements:
Business on the Internet

Business Communication

Advanced Keyboarding

Word Processing and Document Formatting I
Spreadsheet Software Applications I
Scheduling and Internet Office Applications
Word Processing and Document Formatting 11

WN WL WW

Minimum Credits Required for the Program: 18

Friday, March 29, 2013 12:50:3 p.m.
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2010-2011  2011-2012  2012-2013
Description v L

This prograp prepares students for immediate employment in\{ntry-level information processing,.data-emtry, receptionist, and general office
position skills in keybearding-amd-document formatting‘usica-senmetene: recor

anagement, and Internet communication skilis-are- (l) 5(]7@(/(1 /l” i
JLesperstT Tt alsO gives students credits that can be used toward an associate degree in A

Contact Information ® USL NEeSS O/Q’[; e g'\C\YYW\ \SV&ﬁ OVL

Division: Business/Computer Technologies
Department: Business Office Systems Dept
Advisors: Joyce Jenkins

Requirements

Major/Area Requirements

Class Title Credits
BOS 101C Advanced Keyboarding i ,\{')J\ 1
BOEA0Z B AimInTErATOT T g/ﬁé /55 ,80»5//7(55 /) )%g /”W . 3
BOS 157 Word Processing and Document Formatting | 3
BOS 184 Spreadsheet Software Applications | 3
BOS 206 Scheduling and Internet Office Applications 2
BOS 257 Word Processing and Document Formatting 11 3
Total »

'?jﬂéx QD_I %Ll,ﬁ&ﬂ&ss CGWVMLCd?M Total Credits Required: 3)' ‘/8

» Gainful Employment Disclosures
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Garrett,Joz

From: Jenkins, Joyce

Sent: Tuesday, March 19, 2013 9:13 PM

To: Garrett,Joy

Subject: Administrative Assistant I Certificate - Fall 2013
Joy,

Along with BMG 155, | would also like to add BMG 207. | asked about 8 OPT’s and former students and the majority of
them suggested some type of writing or speech (similar to what you suggested). Two OPT’s specifically mentioned BMG
207, since it covers writing, giving presentations, and lots of group work. | hope you are happy with my choices... if not,
please let me know.

Thanks!

Administrative Assistant | (CTADA)

2013 - 2014 Program Year
. Semester Final .
Class Title Completed Grade Credits
BOS .
101C Advanced Keyboarding 1
BOS 157 Word Pr.ocessmg and Document 3
Formatting |
BOS 184 Spre?dsl?eet Software 3
Applications |
BOS 206 Schefiullpg and Internet Office )
Applications
BOS 257 Word Pr.ocessmg and Document 3
Formatting Il
BMG
i t 3
155 Business on the Interne
BMG
. o 3
207 Business Communication
Total Credits Required 18

Placnde & Prepacrent Uhaur

wess e Sysicins Diopartinens

Washtenaw Community CUollegs

(734 477-85982



PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code:
CTADA

Division Code: BCT

Department: BOSD

Program Name: Administrative Assistant |

WASHTENAW COMMUNITY COLLEGE

Effective Term: 201109

Dirtections:

a separate sheet.

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.
2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:
[CReview

XRemove course(s): BOS 183

XIAdd course(s): BOS 184

[[JProgram title (title was
DDescription

[ Type of award
[JAdvisors
[JArticulation information

Show all changes on the attached page from the catalog.

[(IProgram admission requirements

[[IContinuing eligibility requirements

[ Program outcomes

(JAccreditation information

[(IDiscontinuation (attach program discontinuation
plan that includes transition of students and timetable
for phasing out courses)

[(]Other

Rationale for proposed changes or discontinuation:
BOS 183 Spreadsheet Softwate Applications is being replaced by BOS 184 Spreadsheet Software Applications 1.

Financial/staffing/equipment/space implications:
No changes in or additional staffing/equipment/space resources required.

List departments that have been consulted regarding their use of this program.

BOSD, CISD
_Signatures:
Reviewer Print Name . ignature Date
Initiator Joyce Jenkins &NJ 0 UL D’) \ Q.%J u
Department Chair Joyce Jenkins %)‘,
Division Dean/Administrator Rosemary Wilson
Vice President for Instruction Stuart Blacklaw

President

Please submit completed form to the Office of Curriculum and Assessment and email/

posting on the website.

fr

Office of Curriculum & Assessment

http://'www.wccnet.edu/departments/curriculum
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%y Washtenaw Community College o Office of Curriculum and Assessment

Program Information Report

School of Business and Entrepreneurial Studies

Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own,
these programs can provide the foundation for success.

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates
generally prepare students for entry-level jobs.

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to
upgrade their positions at their places of employment.

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a
certificate, advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours from
the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree.

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate and General
Education requirements.

Business Office Systems
Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these
programs can help you achieve your goals.

Administrative Assistant I (CTADA)
Certificate
Program Effective Term: Fall 2011

This program prepares students for immediate employment in entry-level information processing, data entry, receptionist, and
general office positions where skills in keyboarding and document formatting using computers, record management, and Internet
communication skills are important. It alsc gives students credits that can be used toward an associate degree in Administrative
Assistant Technology.

BOS 101C Advanced Keyboarding 1
BOS 107 Office Administration I 4
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications 1 3
BOS 206 Scheduling and Internet Office Applications 2
BOS 257 Word Processing and Document Formatting II 3
Minimum Credits Required for the Program: 16

Thursday, April 7, 2011 11:6:28 a.m, Page 1 of 1



IR A o WASHTENAW COMMUNITY COLLEGE

PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: Program Name: Administrative Assistant I Effective Term: _Fall
~EFAAS- CTADA - 2006
Division Code: Department: _ Business Office Systems
_BCT
Directions:

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submutted at the same time as the program change form.

Requested Changes:

[JReview [[JProgram admission requirements

[CJRemove course(s): [[1Continuing eligibility requirements

XAdd course(s):  BOS 101C [] Program outcomes

[IProgram title (title was ) [JAccreditation information

[] Description [IDiscontinuation (attach program discontinuation
[]Type of award plan that includes transition of students and timetable
[[JAdvisors for phasing out courses)

[JArticulation information X Other Cyedits G"'O b

Show all changes on the artached page from the catalog.

Rationale for proposed changes or discontinuation:
To meet the demand for required skills in administrative assistant positions.

Financial/ staffing/equipment/space implications:

None

List departments that have been consulted regarding their use of this program.

Signatures:
Reviewer Print Name Signature Date

Initiator Dosye A. Thompson W)(L ﬂ \[-/["'JF\/K”)M /A sall

Department Chair Dosye A. Thompson M ﬁ M QA [ [~ 2~03
Division Dean/ Administrator (‘%se wason \ D Ao /)L '
N

V1ce President for Instrucuon

ail an t lectmmc copy to sjohn@ wecnet.edu for

Please submlt complcted form to the Ofﬁce of Curriculum and Asdessmerft and e
posting on the website.

Office of Curriculum & Assessment : http://www.wccnet.edu/departments/curricuium
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Business Office Systems /
CTADA

Administrative Assistant | (GFAAS) *‘UNDER CONSTRUCTION'

Certificate

Program Effective Term: Fall 2006

This program prepares students for immediate employment in entry-level information processing, data entry,
receptionist, and general office positions where skills in keyboarding and document formatting using computers,
record management, and Internet communication skiils are important. It also gives students credits that can be
used toward an associate degree in Administrative Assistant Technology.

Major/Area Requirements (16 credits)
BOS 101C  Advanced Keyboarding

BOS 107 Office Administration |

BOS 157 Word Processing and Document Formatting |
BOS 183 Spreadsheet Software Applications

BOS 206 Scheduling and Internet Office Applications
BOS 257 Word Processing and Document Formatting Il

W N W WA -

Minimum Credits Required for the Program 16



Administrative Assistant | (CTAAS) o~ Certificate

b
Major/Area Requirements ~(4(5—Credits)
30S 107 Office Administration 1 ' 4
BOS 157 Word Processing and Document Formatting | 3
308 183 Spreadsheet Software Applications 3
308 206 Scheduling and Internet Office Applications 2
308 257 Word Processing and Dogumenj Formatting, |1 3
@OSID{C/ #&umw! g@ﬂ%aﬁ"}zgrv??’ |
Minimum Credits Required for the Program: 1/5” redits

Administrative Assistant Il (CVAAST)

Vajor/Area Requirements B Credits)
305 130 Office Financial Apptisations 3
305 182 Database Software Applications 3
308 207 Presentation Software Applications 2
30S 208 Desktop Publishing fopttie Office 3
30S 225 Integrated Office Agplications h 3
30S 250 Office Admipisfration 1| sy boat Qg T8
Ninimum Credits Required for the Program: }8 Credits
3 i 7

A —

Ww.wecnet.edu 83

BUSINESS OFFICE PROGRAMS
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W Washtenaw Community College

Office of Curricufum & Articulation Services

PROGRAM CHANGE FORM

CTAAC )

Program Code: Program Name: Effective Term:
CEAATE-  Administrative Assistant I Fall 2003
Directions: 1.) Attach the current program listing from the WCC catalog and indicate any changes that you would like

to make.

2.) Draw lines through anything that should be deleted and write in additions. Extensive narrative changes
may be included on a separate sheet.
3.) Check the boxes below for each type of change being proposed. If you are making changes to courses or

proposing new courses as part of this proposal, they must be approved separately using a Course-Syllabus Approval Form
(CSAF). Courses that are being discontinued also should be submitted on CSAF forms.

1. Requested Changes:

DXRemove _5 _ Course(s) [JAdvisors

Add — Course(s) [Articulation Information

[ Total Credits: Current Credits_31 _ After Changes [IProgram Admission Requirements
[XIChange Course Semester Sequencing [[]Continuing Eligibility Requirements
[X|Change Title (title was Administrative Assistant Technology ) [ JFootnotes

[CIDescription [ JOther

Show all changes on the attached program sheet.

2. Rationale for Proposed Changes:
This certificate is being split into two certificates. Many students did not require all of the content in the original
certificate.

This is the first of the two certificates.

3. Financial/Staffing/Equipment/Space Implications:
None.

4. Has the department consulted with all departments that may be impacted? Yes [ ] No [ ] NA [X
Comments:

**REMINDER: Please include the current program sheet with all changes listed.

_Signatures:

Reviewer Print Name Signature Date

Program Change Initiator: Eleanor Charlton MJ_MW 3 /.;1 g / 03

Department Chair: Eleanor Charlton ? M_%m 3 / AL /03
Division Dean/Administrator: Rosemary Wilson . ?"ﬂm‘. /jﬁ ; o 3

S
S
]

Executive Vice President, Instruction .
LA

*Please submit completed form to the Office of Curriculum and Articulation Services. r- A

mibCurriculum Development\Forms\Pro, orms\Program Change Form v2.3.doc 6/18/02
Access Program File E Log Copied and Returned
Copies: Initiator, Department CHair, Dean, Curriculum Files 2
New listingto: Counseling: Admissions. Student Records File Name: AdminAsstTechIChnes.doc




Business Office
[ |

Administrative Assistant | (CTAAC) 'UNDER CONSTRUCTION'
Certificate

Program Effective Term: Fall 2003

This program prepares you for immediate employment in entry-level information processing, data entry,
receptionist, and general office positions where skills in keyboarding and document formatting using computers,
record management, and Internet communication skills are important. [t also gives you credits that can be used
toward an associate degree in Administrative Assistant Technology. Students need to demonstrate keyboarding
skills of 30 wpm.

Business and Computer Technologies Division
Business Office Systems Department

Advisors: Lynn Allison, Eleanor Charlton, Rosalyn Culver, Dosye Thompson

Major/Area Requirements (15 Credits)
BOS 107 Office Administration |

BOS 157 Word Processing and Document Formatting |
BOS 183 Spreadsheet Software Applications

BOS 206 Scheduling and Internet Office Applications
BOS 257 Word Processing and Document Formatting Il

WNWWR

Minimum Credits Required for the Program: 15




Adniimétrative Assistant Technology

(CEAKTE)

Certificate

This program prepares you for immediate employ-
ment in entry-level information processing, data
entry, receptionist, and general office positions
where skills in keyboarding and document format-
ting using computers, record management, and
Internet communication skills are important. It
also gives you credits that can be used toward an associate
degree in Administrative Assistant Technology. Students
need to demonstrate keyboarding skills of 30 wpm.

Business and Computer Technologies Division
Computer Instruction Department

Advisors: Lynn Allison, Eleanor Charlton,

Rosalyn Culver, Dosye Thompson
i omc,.}z’ 8 0mstoreatiod L4

Major/Area Requirements
<R0S-48 LR i
BOS 107 8 prednata-aRd=Fras
~B0S1R9——0fftre-FirmamTiar-Appticatior
BOS 157
BOS.183
BOS 206  Scheduling and Internet Office Applications ............ 2

LS M o T T T RPN Y

armeTnN G T

)

~ENG-13 Compositiond
=it B

Minimum Credits Required for the Program: /5 éay

Administrative Assistant Technology
~ (APAATD)

Associate in Applied Science Degree

This program prepares you for higher-level support posi-
tions in office settings where increased responsibilities
require technical skills in desktop publishing, presentation
software, accounting, and database software. You will also
gain broader skills through completion of the general edu-
cation courses required for an associate degree. Students
need to demonstrate keyboarding skills of 30 wpm.

Business and Computer Technologies Division
Computer Instruction Department

Advisors: Lynn Allison, Eleanor Charlton, Rosalyn
Culver, Dosye Thompson

J
Word Processing Applications . FoempiTina 183
Spreadsheet Software Applications ..o 7

BOS 257  Word Processing Applications %
rd Processi gh‘fgl al 4>

Business Office

Continuing Eligibility Requirements:

Students must demonstrate basic computer literacy skills
by successfully passing the Computer and Information
Literacy Test. The test may be taken at any point during
the program, but must be completed before graduating.

General Education Requirements (19 Credits)
COM 101 Fundamentals of SPeaking ....c.covieemieinnncnnnne. 3
ENG 111 COMPOSIION | oo iasaes 4
MTH 163  Business Mathematics ......cocoommviniencninciniecns 3
Elective *  Area 4: Natural Science, Group | ..ovcervencinenicnnn. 34
Elective Area 5 Social and Behaviorai Science, Group | ...... 3
Elective Area 6: Arts and Humanities, Group | oo 3

*BI0 102 is required for the Medical Administrative Assistant Option.

(22 Credits)

Major/Area Requirements

BOS 102  Document FOrmatting ......ccovvvmeieininneicicnninns
BOS 107  Clerical Methods and Procedures .........cvvnnenns
BOS 157  Weord Processing Applications | ......ocvervivvcrnnnenns
BOS 182  Database Software Applications ...
B80S 183  Spreadsheet Software Applications
BOS 206  Scheduling and Internet Office Applications ............ 2
BOS 207  Presentation Seftware Applications ........cccoeeveenee 2
BOS 225  Advanced Document Preparation .......c.eeeccinnen 3
BOS 257  Word Processing Applications [l ...ccoooovniniinns 2
Required Suppori Courses (8 Credits)
CiIS100  Introduction to Software Applications ...t 3
CiIS 117  Windows Qperating SyStem ..o 2
Choose:  COM 102 Interpersonal Communication or

ENG 122 Composition 1 ..o, 3

Program Options (12 Credits)

Complete the required courses in either the Administrative
Assistant or Medical Administrative Assistant Option
below. Check course descriptions for prerequisites.

Minimum Credits Required for the Program: 61
Administrative Assistant Technology Options
Administrative Assistant Option (ADMA)

(12 Credits)

ACC 111 Principles of ACCOUNTING | ..oiviivecniiinininiiinenne 3
BOS 130  Office Financial Applications ...........

BOS 208  Desktop Publishing for the Office

BOS 250  Administrative Office Systems and Procedures ... 4

Medical Administrative Assistant Option (MEDA)
(15 Credits)

BOS 210  Medical Transcription .....cooovvviniminincmnniinininien
BOS 223 Medical Office Procedures .......eveivvencns

BOS 224  Medical Office Insurance and Billing ...........

HSC 101  Healthcare Terminology ......cooemcerevninene

HSC 115  Madical Office and Laboratory Procedures

HSC 131  CPR/FPR and First Aid ...cooiirerincnsiinn,

CAREER PROGRAMS




WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE REQUEST

(1) Program Titte: _Secretarial Technology

(2) Change information:  (One-year certificate)

Program Number: _ SEC Effective Term: F95

Current Program Course Requirements:

Proposed Program Course Requirements

Course | Course Credit Course | Course Credit
Number | Title Hours Number | Title Hours
SEMESTHR ONE 17 SEMESTER ONE 17
delete |the following: add the following:

BOS 102 (Intermediate Typing) BOS 1901 (Keyboarding & Document

BOS 131 (Beginning Shorthand) Formatting I) 3

ENG 190 (Communications Skills) 4

SEMESTER TWO 16 SEMESTER TWO 16
delete [the following: add the following:

BOS 132 (Intermediate Shorthand) BOS 1p2 (Keyboarding & Document

BOS 145 (MS Word I) Formatting II) 3
BOS 295 (MS Word II) BOS 206 (Telecommunications Office

ENG 100 (Communications Skills) Applications) 2

Current Total Credits: 35 Proposed Total Credits: | 35

Non-Course Program Requirements:

TITLE: Secretarial Technology
CODE: SEC

Non-Course Program Requirements:

TITLE: Administrative Assistant Technology
CODE: Need New Code A A'TC’

(3) Rationale for Proposed Changes:

(4) Financial/Staffing/Resource Implications of Change

(5) Has this program change been reviewed by all affected instructional departments? yes x no
(6) Signatures Comments

Signature Date

Program Change Initiator

Kool LAY | 5)y/7

Department Chair(s) or Area Director(s)

7/11 ]9/

Dean(s)

/ g,

VP for Instruction/Student Services

White - VP/ISS, Pink - Student Records, Yellow - Dean, Gold - Department Chairperson

7/ —
74 @




WASHTENAW COMMUNITY COLLEGE

PROGRAM CHANGE REQUEST
(1) Program Title: SECRETARIAL TECHNOLOGY Program Number: SEC Effective Term: F95
(2) Change Information:  (One-year certificate)
Current Program Course Requirements: Proposed Program Course Requirements
Course | Course Credit Course | Course Credit
Number | Title Hours Number | Title Hours
DELETE| OLD DESCRIPTION NEW DE3CRIPTION:

This new one-year, two-semester proggam
prepargs students for information
process$ing and administrative assistant
positi¢ns. Skills required include
keyboarding and document formatting
using ¢omputers, communications, trans-

criptign, record management, and busjiness
math applications. Job-seeking skills are
also c¢vered.

Current Total Credits: Proposed Total Credits:

Non-Course Program Requirements: Non-Course Program Requirements:

Vow AATC

(3) Rationale for Proposed Changes:

Gives program name that reflects current titles in area businesses. ' Removes negative
stereotyping associated with the word "secretary". Curriculum reflects actual skills
and competencies required by area employers.

(4) Financial/Staffing/Resource implications of Change

need 4o s fovors o s

(5) Has this program change been reviewed by all affected instructional departments? yes X no
(6) Signatures Comments Signature Date

Program Change Initiator # W, s / 57? f—
Department Chair(s) or Area Director(s) . 5 ?

VP for Instruction/Student Services

Dean(s) Co ‘ / 7 S
/

White - VP/ISS, Pink - Student Records, Yellow - Dean, Gold - Depfrti rperson




Administrative Assistant Technology

College Certificate Program: Code AATC (first two semesters)
Associate in Applied Science Degree Program: Code AATD (all four semesters)

Advisors: Lynn Allison, Eleanor Chariton, Rosalyn Culver, Dosye Thompson

This new one-year, two-semester program prepares students for information processing and administrative
assistant positions. Skills required include keyboarding and document formatting using computers,
communications, transcription, record management, and business math applications. Job-seeking skills are
also covered.

Course ‘ Credit
Number Course Title Hours

First Semester

BOS 101 Keyboarding and Document FOIMAMting | ..........c.covuereieeeeeeeeeenesensreesoeeeoeeeeoeeeeseso, 3
BOS 130 BUSINGSS MACNINGS ..........ooiveierriiieieieine sttt s e eeseeeessee 3
BOS 151 Information Processing Principles and APpliCations ............ecevevveveeeeee oo 4
ENG 100 ComMMUNICALION SKIlS. ........cocvvirivieiiriieieiieieeeerete et ees e es s s e, 4
MTH 163 BUSINGSS MAth@MALICS..........coeevviieiriictiiee ittt e ettt 3
17
Second Semester
BOS 102 Keyboarding and Document FOrMatting I..............c.eeveeeerreveeseereseseseoseeoseeeeoeeeesesssns 3
BOS 107 Clerical Methods and ProCeAUIES.................c.cieuveememeeeeeeeeeseesess oo seseeseee . 4
BOS 152 Computerized TransCription SKillS.............c..eveueeiirereemeereeeeereeeereresees oo 3

BOS 156 WordPerfect | or

BOS 157 Microsoft Word for Windows | or

BOS 158 WOrdPerfect fOr WINAOWS L........c..oueuiiereeriirieteiiiiseee e eeeseesese oot 2
BOS 206 Telecommunications Office APPlICALIONS..............ccevvvemereeeerersreereeeee oo 2
BOS 256 WordPerfect Il or

BOS 257 Microsoft Word for Windows Il or

BOS 258 WordPerect for WINAOWS Il .........cccvueeereuiiiririereneeeeeeereseseeseeseees e eeeeeseoen 2

Total credit hours for one-year program: 33

This additional year of study provides a broader background in office technoiogy. Students develop
expertise in all the technical skills described in the one-year program and leam other skills, including
spreadsheets and databases, desktop publishing, telecommunications, time management, human
relations, and accounting. '

Third Semester

BOS 204 Keyboarding/Speedbuilding...............c.c.eiuerieeiieieireieeemreereeeeesessesssesssesseseseseseseseseseos 2
BOS 208 Desktop Publishing for the OffICe............cc.uieiiuiririeneeeeeeeeeseeereseeees e seeses st s 3
BOS 225 Information Processing Systems and Proceaures.............eceeveueerevereeomeeeeseseseooeseeseons 3
PLS 108 GOVEMMEONE AN SOCIBLY .........crvriiiricreiiirerirerissseteseeereseserseesesssossssssssseeess e esseos 3
Elective Restricted HUMANItIESs EIBCHIVE *................ccuvieivirieeecreeeseeeeeeeeeereres e e 1-3
Elective Restricted Program EIBCHVE™ ..............c.ceoviiveieeeeeeeeeeeeseereesessseressees s e, 14

. 13-18

Effective Fall 1995
July21, 1995




WASHTENAW COMMUNITY COLLEGE

Office of the Vice President for Instruction and Student Services Memorandum
TO: Student Servi?s Directors
FROM: Pat Cygnar, Director of Curriculum and Articulation Services

DATE: July 28, 19945
SUBJECT: Business Office Systems Curriculum Changes

Based on recommendations made by the Business Office Systems Department, the following
changes to the BOS programs have been approved by the Board of Trustees:

1994 Program New Title New Code

General Office Procedures - Certificate (GOS) Program Discontinued

Information Processing Technology - Certificate (IP) Same Same
Information Processing Technology - AAS (IPS) Program Discontinued

Secretarial Technology - Certificate (SEC) Administrative Assistant Technology AATC
Executive Secretarial Technology - AAS (EXSE) Administrative Assistant Technology AATD
Medical Secretarial Technology - Certificate (MS) Medical Administrative Assistant Tech. MATC
Medical Secretarial Technology - AAS (MSEC) Medical Administrative Assistant Tech. MATD

These changes will be effective beginning with the Fall 1995 semester, and will be reflected in the
new catalog. Please share this information with any staff or students who may find this
information helpful. The revised Curriculum Guides and an information sheet that is being mailed
to BOS students are attached.

cc: Vice President Altieri
Dean Parker
Rosalyn Culver




