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A strictly business-orientad college, Blair Business
Cotlage, inc. has produced thousands of successful
graduates since it was founded in 1897, Throughout
its history, the college has enjoyed 8 reputation as a
progressive institution of higher learning.

Taoday, Blalr’s new, modern buiiding and up-to-date
faciiitias make it one of the “newest,” although one
of the oldest, educational institutions in the state.

Biair carefully structures its curriculum to offer quality
education In the field of business. If you prefer a
friendly amall-campus atmosphere, with a faculty and
staff who take a personal interest in your progress, you
will appreciate the educational opportunities at Blair
Business College.

If, after reading our catalog, vou feel that Blair is the
school for you, please accept our opan invitation (o
visit us, You may be sure that we shall do everything
possible to asgist you in selecting a career field and in
planning 2 successful business future.

Blair Business College, Inc. is owned and operated
by Charles R, Webster and Frances L. Webster,

Aceredited by the Asorediting Sommission of The
Association of Independent Collages and Schools.
Annroved by The State of Colorado,



|ocated in pikes peak country

The vitality of Pikas Peak Country is matched oniy by

its rnajestic surroundings. From the caverns of prehisioric
yesteryear and the memories of a gold rush to the sweaping
panorama of the Alr Force Academy and the fantasy of
Christrnas, Pikes Peak Country offers an adventure to suijt
averyone's aste,

With an average mid-suimmer temperature of 72 degrees,
Pikes Peak Country provides the ideal setting for swimming,
tennis, fishing, horseback riding or a game of golf. The fall,
with the mountaing and countryside painted a brilitance all
their own, orovides it withesses all the courtesies of a
Colorado Indian Sumrmer. Pikes Peak Country then tirns
Old Man Winter into a gentte lamb o give huniers a
paradise and skiars a drearm.

Admost 310 sun-filled days provide a perfect setting for year
round recreation, LS, and Canadlan flags fly side by side just
south of Colorado Springs at the entrance 1o ihe Combat
Operations Center of the Naorth Armerican Alr Detense
Command deep inside Cheyenne Mouniain, NORAD is tasked
to-give early warning-to-the North American continent in case
of attack,
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Qur objective s to prepare gualified pecnle o anter the
business field and secure good positions,

T achieve our contdnuing goal, we are constanily on th
alert for newer and betier methods of teaching husines
aducation. As modern office procedures change, so mus
we change, Qur text material is revised frequently and
our instructors are fully trained, holding coliege degrees
and Having praciical business hackgrounds in thelr chos
fields, Inselecting the office and administrative staff,
careful attention iz given to background, eduecation,
temperament and personality. We firmity belleve that it
s of the utmest importance that each member of the
organization be completely dedicated 1o the ideals to
which we have committed ourselves.




THE COLLEGE FACILITIES

The new, uit"a modarn collage buflding, sit
dated on a oneg-acre site, has 14,500 square feot
of space, is al;-cc_“md\h oned throughout, and has
13 spacious, weall-lighted classrooms, A student
founge, equipped with food and beverage vend-
ing machines, Is maintained for the students’
comfort and convenienos,

A dibrary of reference materials is provided
Periodicals helpful In various codrses are in-
cluded, as well as books of fiction and general
inis O{h{‘t cotlegs gquzpn*um includas over-
fectors, movle and slide projectors, dic-
tion  tap ] abs, many sl and efectric type
Wri?“r t.u rscribing machinas, and electric
: nd calealatis i machines, atc,
aiso maintains a hookstore which

s, workbooks, and suppiias

EEREIRICIAEN

M(}ij m

\ro.mszy ahmug? v Lia\/,

e Inosession from 8:00 a.m. until
Monday through Friday,

A cou are offered al certain
nicg wol, LConlact the ofice
o camplate information.

cation forms may be ob-
* affice or iom Heorsed
nass College, A $15.00 none
( iee should accompany
‘ uwnh\d%w- N, Lpon receiving the
applic ,d“mw the ocolle witl schadule an ap
nointmsnt qu an apptitude evaluation. Follow-
ing the svaluation, the applicant will be notified
By i.chfr)h ane or by mail of his or her accentance
or non-agcetance,

Students ray enter courses or programs at
the beginning of a quar‘ter‘. Cuarter beginning
and ending (ﬁralws re listed in the college calen-
dar, Students muat wn*u-i no fater than Friday
ot enrollment week each term.

Unless 8 prerequisite s indicated, thers are
no specific entrance requirements for enral-
imant in individual courses, The requirament
for admission In a diploma or a degree program
shall be graduation from a recognized high
schoob or {is equiv LA complete high

2]




wseript, showling date of graduation,
. certificate will be required for each
(\nlvemq Blair in a diploma oy degree

school
of a
student
|:)i*o:;r;im

Upaon satisfactory complation c}l iheir course,
stuclents will be granted a diploma or degres for
the course in Wimh Tthey have <=mo|!w e st
dent wishes to changs his enrothment, he must
complete a new envollment contract at the then
prevalling Leition and book cost rale and the
difference in tuition will be fig arc!(! accordingy.
[ a student wishes to take courses in addition
to those in his curriculurn outling, he will be
charged {or each such course on an individual
course basis, Upon comploetion, a copy of his
franscript will raflect any changes, substitutions
or aclditians,

Arvangemeants must be made with the sched
uling of fu,z.}. it 2 student wishes to carry more or
less than a reqular clock or quarter howr sehed
e, [Fa student s on a financial aid program,
this is usuatly not possible,

Specially circumstanced students in govern
ment programs, and students who are above the
high school age limit and have discontinued
public school attendence may, however, be
acimitted as special students In non-diploma
programs at the discretion of the collage. Upon
suceesstul campletion of training, they will be
granted certificales.

TRANSFER OF CHEDT

Studants wi'u") have atiended other colleges,
universities, or business colleges, or who have
taken wrirun coursas whike serving in the armed
fore may apply Tor fransfer of these credits
toward their program of study at Blair Business
Cotlege, The student must have a grade of 7C"
or above In any course before it will be con-
sidlered for transfer and the course content must
he comparable, Decisions regarding acceptance
of any credit will be made by the scheduling
oftice,

DEFINITION OF A CREDIT

One BO-minute class period equals 1 clock
hour, Fach 60 clock hour course ecuals 4 ouae
ter hours

TEHTION AND BOOK CHARGES

Tuition and estimated cost of books and
supplios for each program is outiined on a sup-
plemental sheet inserted in the back of this cata

0

fag, Fultion for individual courses is
o the supplermental sheet,
REFUND POLICY

The ege 15 entirely self-suppc
regtstration of a studant results in

ment of a class place, the amploy)
structors, and f)IF\m provisions for w
that must bo contracted for in ad
these reasons, the following policies
servad in connection with refunds:
student s not accepi
~she will be nolified o
< and a full refund of ¢
ane prepaid tition (i an
made within 16 days,

20 A ful refund of tuition patd i
cant withdraws within three days a
the contract or making an initisl ;m\,
vided that the applicant has not start

3 A full r'nfund of tuitlon pakd |
that the school discontinues a cou
gram of education during a period of

i which a gtudent could have reaso
the same

pleted

Hiseontinues training,
ing n.:i’um_i Wi?i e mache within 30

ficial termination:
i [ or A student Teriminating
within the first ton percent of his pi

student shatl be entitled to a refun
percant of ithe contract price of th
exciusive of books and supplies, les
dred dollars or ‘t\f'f('iilTy"{EV(: peroent
tract price, whichever is the lesser,
avent may the cancellation charge
hundred dollars,

2. For a student ferminating |
after ten perceni bui within the
percent of his prograrm, the student
tled o a refund of elghty percent
tract price of the program exclusive «
supplies, less one hundred dollars
five percent of the coniract price, w
the i

i o'

I
H <
3. For a student terminating |
after twenty parcent but within the
percent of his program, the student
titled 1o a refund of sixty percent |
tract price of the program exclusiv
and  supplies, less one hundred
twenty-five percent of the contract p
over Is the Tesser,



or @ student terminating his training
ty percant but within the first sixty
§ his program, the student shall be en-
a refund of forty percent of the cone
e of the program exclusive of hooks
slies, less one han'sdr@d dollars or
Ve g)r’fmnl of the contract price, which-
2 e
or a student

inating his training
py parcent but within the first elghty
+ his program, the student shall be en-
a refund of twanty parcent of the con-
e of the program exclusive of books
phes, Jess one hun doliars or
ve parcent of the con price, wihich-
& 5(-35&{3%.
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shall t’mé
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5 IN BREGULATIONS, PROGRAMS,
| CHARGES, BOOK  PRICES,

reserves the right to change regu-
ithout notice. Because of the many
which occur daily in Doth business
ation, it is sometimas impossible w

HAE

iy

guarantee long-standing particutars. The college,
therefore, reserves the right to add 1o or delete
from certain courses, programs, o areas of
study as circumstances may reguire; to make
facuity changes; and to modify tuition charges
and book prices, Students who are currently
ervolled in programs and courses will be pro-
tected against any hardship which might arise
as 2 result of any increase in tuition or changes
in curricutum,
CANCELLATION OF CLASSES

The college reserves the right 1o cancel any
course or program for which there is Insuffi-
clent enrcHment,

WITHDRAWAL FROM 3CHOOL

A student who wishes to withdraw from a
{ diring a quarter must notify the school of-
fice, In case of illness, the student may with-
dravw by mail or telephene. Failure to withdys

propstly may res HE i

(3
racord.

W

ar
anery

ents atte a=<m e record fs shown on
axousEl or
is considerod
absence, the
ograckes

- Lo o
et foyr

Ei]&-ﬁ st
his school

F e UMt
S,

i ten s

dervis having a Ouaranteed Student L
o i aid through faderal funds
adiinisie 7 (j(::!!z_-\.g > with not be al Owut.l
feaves of abse e College does not assur

any Hability for n:la,;fsrzg. stucents in courses
required for graduation i the student {akes a
leave of absence, as some oourses may be of
sl only once or twice a year,

GRADING
Letter Grade  Mumerical Grade Grade Points
A 96100 a0
- 41.95 3.5
B 86-20 3.0
B- 81-85 28
C 75-80 7.0
- 7175 1.5
i Rt 1.0
¥ 0-69 0.0



PROG
Srudents  mus

Tocompiaie aly subiects out
fined in their designated program with no grade
less tharn L3 an over-ali grade point ave
of not less than 2.0,

A student who fails to maintain a 1.0 grade
onint average will be placed on academic w'(
tion for one quarter, 1, during this
ary period he (_l' ZRS nmi m;sl.:n satis .zr.':lmy ism—‘
aress, he will I Ihis recpir
rmay e retaxe .
for good cause and upor
the commitise may establis
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foyr Hinancial aid,

Cor E 1 per e
ing Hn ;

e g
Ty @ oo

aneEnt lut:m(Js are ‘<a| i she

/\l
ticns 0
wil E be grar

[ ajvern i

Haish IR u]-,\rmz-‘.s
[{is il 3 |

]
|

3
37
{

1oy nup

mu%wm ()1 i%lair Cixtie

i exhibit good manners, b
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¥ oany stuc
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ciplinary
10y place a st
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have msmlins ble fatitude i this arves,

ancouraged 1o present your best appes

all times,
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aid programs are designed to help gualifisd
1 10 obtain an education at Blair Business

The student financia
students with finan

Suarantesd Student Loan Program (( SLY - The major oblective of
this program I3 'ta“; rake losn funds available to hm,} pay aducationat
ant who qualifies because of "nesd”

Program (MDSL) - This porgram s de-
i show @ h:mnr‘sui nead based upon
re required to have an

A
oG

N ior ni D‘HLE 3%-..5'
%iqrww as slucle rm mmo :
fr?f‘h‘f financ § ition, NDSL
axit in? u'uem b& cuation or f\ﬂi .
n - Parttime work u}..;gyoriu;"}ii as are provided
: to assisl therm in mf!ﬂ“fén»"; their educational EXPENSUS,

ic,\ ucationai m;sv Grant Program (BEOG] - This pro-
grarn pro vicas for of nonrepayable basic grant awards to
cualifving studen f;zéégiijif;:- institutions of higher education
such as Bialr Bush

S ,gwmmnml L
This program s to enc
‘-ﬂm f’)‘% : W('HM

Ormartunity Grant Program (SEOG)
. 1 enahle exceptionally needy students
b ;rub%sa o continue thelr aducation, by por
Yo
avable grants,
gnrolied students in applying for other types of
vuch 25 conventional tonas and other fed-
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Courses
A TOT Accounting |—-Proprietorshipn. oo 00000,

Ao TP Aceouniin

A 008 Accounting Hl-Corporation . .. 00 0L

A TG4 Cost Accounting |-Jdob Order 00000000,
A 100 Cost Accounting Th-Process . o000 0L
A 106 Tntermadiato Acoounting .00 0L

A 107 bntermediate Accounting .00 0L L

A 407 Fedaral Tneorme Tax Accouniing |

Froprietorship. .. 0000,

ax Acoounting [
s oand Carporations ., L.

A A0 Rusines

B B0 Parsonnet Man:

G200 Word M
bTGT Business

Co300 Oral Communications. .. ... ... ..

107 Calcularing Machines

U107 Typewriting 110

fhad no previous tainiag in Ty
U, Typeriting 1 prioy to taking T-10%.
puttion wit be chary

matedd Completion Tima: 18 Monihs

KET pat Obdective: Upon satisfactory completion of
the aradusie should have a working knowladgo of a
able o assist In seiting up 8 bookkesping systerm with
zirtiors, and, ualified at job-entry level for mid-levs]
in e accounting fTield,




ASSOCIATE IN BUSINESS DEGREE PROGRAMS

e, Seis-in MR 12779

BLAIR BUSINESS COLLEGE
Established 1897

10 North Farragut Avenue
Colorado Springs, CO 80909
Phone: (303) 633-2669



A 101
A 102
LA 103
tA 104
£A 106
A 301
LA 401
i-BA 201
~BA 401
+BA 501
¢-BA 601
~C 101
“C102
6201
1-G-301
£E101
LAM101
Ot 101

LPSY 201,

£ 102

Principles of Accounting |
Principles of Accounting 11
Principles of Accounting !l
Principles of Cost Accounting
I ntermediate Accounting -
Payroll Accounting

Federal Income Tax

Business Law

Principles of Business Management -

Personnel Management -
Advertising and Marketing -
College English -

Business Correspondence
Woaord Mastery -

Oral Communications-
Principles of Economics |~
Business Mathematics
Calculating Machines-~
Human Relations-~
Typewriting I

TOTAL CREDITS:
TOTAL CLOCK HOURS: 1500

ESTIMATED COMPLETION TIME:

100

120

18 Months



ADDENDUM

Effective Date: March 1,1979

is to be used in conjunction WIth Blair Busmess College, Inc., 1978/79 Cat-
published June, 1978.

QUIREMENTS: The following statement supersedes the statement appear-
rt titied “Enroliment” on page 9 of the catalog.

nits as regular students only persons having a certificate of graduation
-oviding secondary education, or the recognized equivalent of such a certi-
s who are beyond the age of 16 or have completed grade 10, whichever
i who have the ability to benefit from the training offered by the institution.

s policy applies to admission into the following programs: Professional
neral Accounting, Basic Bookkeeping, Business Management, Executive
retarial, Receptionist-Stenographic, Clerk Typist, Associate in Business
tancy, Associate in Business Degree-Management, and Associate in Bus-
scretarlal Sclence. ‘

nefit from the training witl be determined by passing our entrance test and
ew to determine the interest and motivation of the student.

- A CREDIT: The definition of a credit is hereby changed to read; “Each 60
se equals 5 quarter credits”.

CLASSIFICATION: Students eligible for Veterans’ Administration benefits
-olled in an Associate Degree program only:

e T R R R R R R R R R I L L L L AL L L

..............................................



All other students, veteran and non-veteran, enrolled in any program:

Ful time status. ... i i i e e e
Y time status ... e
e time SlatUS .. e
Y time slatuS ..o e

SATISFACTORY PROGRESS: The following statement supersedes the se
appearing under PROGRESS on page 12 of the catalog.

If, during a quarter, a student has a grade point average of less than 1.5

placed on academic probation for the following quarter, during which he/she

to achieve a grade point average of 2.0. Failure to do so will cause the stu

inated. This requirement may be relaxed by a committee on examination
and upon such conditions as the committee may establish.

REFUND POLICY: The foliowing statements supersede that part of the R
set forth on pages 10-11 of the catalog) which pertains to discontinuation
a student. :

For all students except those enrolled in Associate Degree programs, and
ing under Veterans’ Administration eligibility, the following policy is used:

Should the student discontinue training, the foliowing table shows the amou
the school shall be entitled to keep:

a. I discontinued within the first week of classes the school shall be ¢
10% of the contract price of the program. ‘

b. If discontinued after the first week of classes but within the first 10%
the school shall be entitled to keep 10% of the contract price of the Prog

c. Ifdiscontinued between 10% and 20% of the program, they shall be «

. 20% of the contract price of the program, plus $100.

d.  [Ifdiscontinued between 20% and 40% of the program, the schoo! shal
keep 40% of the contract price of the program pius $100.

e. Ifdiscontinued between 40% and 60% of the program, the school sha
keep 60% of the contract price of the program, plus $100.



ontinued between 60% and 80% of the program, the school shall be entitled to
1% of the contract price of the program, plus $100.

sntinued after the student has completed 80% of the program and has entered
al 20% of the program, the school shall be entitied to keep the entire contract

f the program.
ill be made of the application fee, nor of cost of books and supplies issued.

of the program completed is computed on the basis of clock hours attended,
credit earned. Effective date of termination will be considered to be the last

rded attendance.

g refund policy applies only to students enrolled in an Associate Degree program
 attending under Veterans’ Administration eligibility:

.chool either has or adopts an established policy for the refund of the unused
sition, fees, and other charges subject to proration which is more favorabie to
attending under Veterans’ Administration eligibility than the approximate pro
s provided in this paragraph, such established policy will be applicable. Other-
hool will charge 110% of the exact pro rata portion of tuition and fees that the
e completed portion of the course bears to its total length, except that the first
yplication fee is not subject to proration. The exact proration will be determined
of the number of days of instruction completed by the student to the total num-
ictional days in the course. The student will be charged for all books and sup-
he has received.

Yy TARDINESS PROCEDURES: |f a student arrives more than ten minutes late
{she will be counted absent from the class that day.

ho wishes to take a leave of absence for one quarter may do so. However, it may
student’s graduation date, as all subjects are not offered every quarter.

_AID PROGRAM: The second sentence (page 13 of the catalog) is changed to
1} Insured Student Loan Program (FISL)







TUITION AND FEE SCHEDULE

ement is to be used in conjunction with Blair Business College,
/79 Catalog, Volume 7, published June, 1978.

ESTIMATED COST OF
BOOKS AND SUPPLIES

{ TUITION AND SALES TAX
utive Secretarial $3375.00 $325.00
etarial $3000.00 $280.00
ptionist/Stenographer $2250.00 $210.00
k/Typist $1500.00 $140.00
ness Management ~ $3000.00 $280.00
ral Accounting $3000.00 $280.00
c Bookkeeping $2250.00 $210.00
1 Courses
Hour Course $ 150.00 *kokx
Hour Course $ 300.00 hdeow &
ASSOCIATE DEGREE PROGRAMS
etarial Science $3905.00 $£350.00
gement ‘ $3750.00 $350.00

untancy $3750.,00 $350.00






t

CLOCK QUARTER
HOURS HOURS

'rinciples of Accounting | 120 5
rinciples of Accounting [ 120 5
rinciples of Accounting /11 120 b
ayroll Accounting 60 b
-ederal Income Tax 60 5
usiness Law 60 5
rinciples of Business Management 60 5
ersonnel Management 60 5
\dvertising and Marketing 60 5
ollege English 60 5
usiness Correspondence 60 5
Vord Mastery 60 5
)ral Communications 60 5
rinciples of Economics | 80 5
iling Systems and Records Management 60 b
usiness Mathematics 60 5
alculating Machines 60 5
1troduction to Public Relations 60 5
luman Relations 60 5
ypewriting 11 120 5

TOTAL CREDITS: 100
TOTAL CLOCK HOURS: 1440

ESTIMATED COMPLETION TIME: 18 Months



secretarial scie

CLOCK
HOURS

A 101 Principles of Accounting | 120
A 301 Payroll Accounting 60
BA 201 Business Law 60
BA 401 Principles of Business Management 60
BA 501 Personnel Management 60
C 101 College English 60
C 102 Business Correspondence 60
C 207 Word Mastery 60
C 301 QOral Communications 80
E 101 Principles of Economics | 60
FS 1071 Filing Systems and Records Management 60
M 101 Business Mathematics 60
OM 101 Calculating Machines 60
OP 101 Office Procedures 60
PSY 201 Human Relations 60
S 101 Shorthand | 120
S 102 Shorthand !l 120
S 103 Shorthand ill 120
S 104 Shorthand IV 60
T 101 Typewriting | 60
T 102 Typewriting 11 120
T 103 Typewriting 1| 120
T 104 Typewriting 1V 60

TOTAL CREDITS: 115
TOTAL CLOCK HOURS: 1740

ESTIMATED COMPLETION TIME: 18 Months



m’img

Clock Ouarter!

Cotrses Hours Hours |
AT Accounting | -Progrietorshin. ... ... .. 170 5
A 02 Accounting H-Partnershig ... L 120 5
A 103 Accounting HH-Corporation. . .. ... ... ... 190 b
A 301 Payroll Accounting L L 50 b
A 104 Cost Accounting i -Job Order .. ... &0 5
A 401 Federal Income Tax Accounting. .. ... .. &0 5
BA 201 Business Law . .. ... . &0 5
BA A0 Business Managerment. ... &0 5!
BA b0 Personnel Management . 60 5
C 101 College English . . .. ... ... 8D 5
C 107 Business Correspondence ... . .. ... ... &0 5
C 200 Word Mastery ... . 6D 3
C 30% Oral Communications. . . ... ... ... . .. &0 b
Mo 107 Business Mathematics. . ... .. ... &0 !
OM 10T Caleulating Machines .. ... ... .. .. . &0 5

U022 Typewriting 1 . 0L i o]

*Students who have had no provious training in Typawriting must
enroll in T-10%, Typewriting |, prior to taking 72102, No additional
tuition will he charged,

Estimated Completion Time: 12 Months

Yocational Objectives: Upon satisfactor pletion of the program,
?}w graduate should have developad the neces v skitls 1o be qualified
at jobrentry fevel to bacome emploved in g husiness as o finior acooun-
tant or full-charge bookkeeps
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=
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basic

okkeeping

Courses
A 10 Accounting |-Proprietorship. ..o oo o
Ao 107 Acocounting H-Partnership o000 oo
A 103 Accounting H-Comoration .0 - o0
Co101 College English o oo 00000000
G107 Business Correspandence ..o
¢ 201 Word Mast

B30T Oral Communications. . .. L oo o

S 101 Filing Systemns and Records Managament. ...

Mo 107 Business Mathematics. o oo o oo
Opd 101 G
TI02 Typewsiting IH oo o

icuolating Machines .. .. o

2Sgcdents who have had no previous fraining in Ty
ervoll in T2101, Typewriting 1, prior to faking 7102
wition will be charged.

Tetat Clock Mowrs . . . Lo oo e e e

ed Comoletion Tima:

Vasationst Gbilective: Upon setisfactory completion
the graduate should have deveioped the necesss ke
fied at joh-entry level to becorne employed os a gene
clerk,




FAS TGN
A 301 Pay
HA 201
BA 407 ¢
BA 5O

O

*Students who have had oo aining Typewriting
enroll in T-107, Ty wwr\i,ﬂq , ; ior o teking T l(}) Mo dds‘i:w
tuition will be charged

Total Clock Howrs .. oL 0 L e T200

Estimated Completion Time: 1

Worat

eral Obisetive: Upon satistac
et %wuld Fiesie !t 3




Comirses
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A

R Y

execut
secretari

' 101 Accounting —Proprigtors shipe " ...
% A 30T Payrell Accounting .o .o oo e
< BA 207 Business Law 7 e
s aA 401 Business Management
¢ 107 College English
CoT07 Business Correspondence ... s
OO0 Word Mastery ... e o e s
O 301 Oral Communications. . ... oo e e e
FS 101 Filing Systerms and Records Mansgemant
M 101 Business Mathematics,

sy
£

O 10T Caloulating Machings .. .. oo oo e e
TOE 101 Offlee Procedur@s ..o e e e

PSY 201 Human Relatlons .o ..o oo e e e
#6101 Shovthand |

Sa T a2 Shorthand e oo
GoLoA03Shorthand B oo oo

AT 102 Typewriting 1E L.
T 103 Typewriting Hi

sGiudents who have had no previous training in Ty
envall in T-101, Typewriting 1, prior to taking 1T-102,
wition will be charged.

*28r0dents who have had previous sherthand training ¢
fully challenge 5101 by passing the final examination,
an elective course.

Teotal Clock Hours

Estimated Completion Time: 15 Montihs

YVomptiona! Obiective: Upon satisfactory completion ¢
the graduate should have developed the necessary skills
at JOb antry fevel 10 become employed i a high-level
iion in a business nffice.

i



X

=

Clogk  {uarter

Courses Hours  Hours
A 1071 Accounting 1-Proprietarship. .. .. ... ... ... 120 &
C M0V Collegefnglish. ... .. .o L GO 5
C 107 Business Correspondence ... oL .. L. L, B b
O 20 Word Mastery . . . 0 G0 5
T 301 Oral Communications. . . ... .. ... ... . ..... 80 5
FS 101 Filing Systems and Records Management. ... .. 60 5]
M 101 Business Mathematics. .. ... ... ... 680 5
GOM 101 Calewlating Machines .. 0.0 0 0L 60 b
OP 101 Office Procedres ..o oo oo oL B0 5
RS O101 Shorthand oo o 120
S W02 Shorthand I, 120 o
SO0 Shorthand ML oL 120 &
U102 Typewriting YL, o 120 o)
103 Tyoewrlting Y. .o oo o120 !

*Students who have had no previous training in Typewriting must
arrodl in T-101, Typewriting {, prior to taking T-102. No additional
iuition will be charged.. - : :

M Students whoe have had previods shorthand training and can sticoess-
fully challenge S-101 by passing the final examination, may substi-
tute an elactive course,

TotaiClock Hours. . . .0 0 oo i e L BHOG
Estimated Completion Time: 12 Months

Voeational Objectiver Upon satisfactory completion of the program,
the graduate should have developed the necessary skills 1o be guali-

fiad at jobrentry level 1o become emploved as & general secretary in
a business office,




Courses

Coot0 College English oo oo 0o
O 1072 Business Correspondence . ... ...
200 Word Mastary . .o

301 Oral Communications. - . .00 oo s

FSO101 Fiting Systerns and Records Management . ..

OF 101 Office Procedures . ... o0 oo
#E5 (] Shorthand |

S 10 Shorthand 1

T P Toypeariting | o000

T W02 Typewriting i

F03 Typewriting HE. Lo oo o oo
Forudents who have had previous shorthand tralnin

fully ehallengs 5-107 by passing the final oxaming
Tute an elogiive course,

FTotel Clook Mours. o000 oL o o

Eotirmaia

prapbstion Thme: 9 Months

Yoaoational Lipor satistaclory complation
the graduaie S_howlri have developed the necessar
fierd at jobh-ent 3 me en ujlu\/m
ahility (o take tight ¢ huthm(J in a business office.




v Program

Clock Quarier

Courses Hours Hours
C 10t College English . .. .. oo o i 60 5
¢ 102 Business Corvespondence © ..o oL L &0 5
G20t Word Mastary . L. e 50 5
C 2071 Qral Communications. . . ... .. oo 50 5
FS 101 Filing Systems and Records Management. ... ... . 60 B
Ok 107 Caleulating Machines .. .. ... ... ..........80 5
OF 1071 Office Proceduras . oo e o e &0 5
T 101 Typewring b .. o e e s 6o 5
T 102 Typewriting ¥ .0 L e 120 5
Total Clock Hours., . .. o o i i i i e e e e 600

Estimated Completion Time: 6 Months

Voeational Oblective: Upon satistactory completion of the program,
the graduate should have developed the necessary skills to ba gualified
at job-entry level to becoms employed as & typist, file clerk, mail
clerk, or in other similar clerical jobs.

Cuarter
Courses Hours
Shorthand .0 L 0 30 8]
Typewriting .. .. L e 30 0
Office Procedures ... . . 0 e e 230 0

Vooational Objective: The objective of this program is to prepare
to enter busipness in the secretarial/stenographic/receptionist area.
it will be offered as a brush-up program in basic office skills, and
wili be taken ONLY by students who have had prior business axper-
fence and/or training.
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oprigtorship

artnership

Lo poration

b-Joab Ohder

H-Process

iing

Clock CGuarter
Howrs Hours

mting which 120 5
hleentry sys
COULTTE NG

rocedures and taught 1o
ship stricture.

This unit of accou ﬂtnr; expands the student's \mom“(mn T8 5
of record mmp ng principles and provi :
cesses used In partnership operation

120 5

Accounting methods for (,‘(_)'T'i’](')'fé‘i'iii‘% arfterprise
The course provides the s fitig ie:»d‘mi(mm
for manager mi and organiza ‘;)im\ treatment of corpora-
tion records. Prerequisite: A 102,

accounting s presented, Including 89 B

e
5&1), X

purposs of
classificari !
and cost accounting
to materisl, abor, and ma
siter A 103 or in progress

3 given relating
%g; a.\:rmmci Prevaci-

5415,

outiined. Preraguisite

(T
A0 %

oy of bhusiness !ﬁ‘ u shi p\ Bl B
such ag ;">z-er'ti [N
nrnosdiras ! 21t )i
nents ardd fis $ur aries. Prare
se provides the student with kKnow 60 5

arm, and audit ¢
is given iy inter
e addit, Prerequisite:; A Of_?,-.

and closing t
Study and practice in ihe efficient handling of payrol 6 &
For the nensfit of 5*;}!0\/@; and employees, Subjacts

covered include computing wages, laxes, and unemploy-

ment cormpensation, gic,

25



: ral tnsome Tax
faa"?":mnﬂmg L-Proprietorship

BA 201

Pusinass Laws

B4 301
infrocd: k@?‘%‘%ﬂﬂ to Data
Processing

?":%zf% af "%

Business Managgment

BA B0

Administrative Office and
Porsonnel Managsment
B B0

Adhvartising and
Marketing

75 100 Basic English Review
{Pregp)

01
Coltege English

This course introduces the tex laws and considers the
mal transactions and problems encountersd in the prey
tion of tax returns for proprietorships,

This area of study treats the pnsm\ ship, fiduciary,
corporation transactions of Federal Tax atructure. Stud
fearn 1o ‘m:;p!e-ai_c returns for these three types of tax
ers, Prerequisite: A 401,

A siudy ot basic business functions, specilic career op
wnities and business environmert, The course parowidd
foundation Tor copdinuing study.

This course niroduces the general principles of law
s enforcement. s primary pUrpose is o teach recogni
of 1he hasic apnlication of law in personal and busines
uations,

A survey course providing an undarsianding of the
required 1o operate and contro! a business, Methods
technigues necessary for the effective l'::—,n'wclhi g of bus
data are taught,

The principles of the organization of business are give
the course. The student is faught 1o understand
relationships among the various business functions.
tials of leadership ave stressod.

A stucdy of management as it relates to administ
office functions. Personnel management applied 10 <
sarvices is stucied,

This course gives the stucdent s basic understanding of
keting, sales promation, and advertising; relates mark
10 the total economy; famitiarizes the 5tndum with ma
ing principles; and promotes the ability 1o distin
between mediocrity and oxecelience in marketing,

promotion, and advertising.

The ohiective of this course is to provide the nece
remedial anc/or refresher aining and 10 correct defici
aills in basic English which are preparatory 10 the pu
of an appropriate course or training program in an appy
aducational institution o training establishiment. Ac
ing to their individual needs, students will learn ar
review the areas of sentence structure, parts of sp
punctuation, ward choice, general vocabulary imp
ment, and technical vocabulary tmprovement. This o
is for the educationally disadvantaged.

Teaching correct grammar usage and the principi
punctuation, this subject sids the student in proficien
sentenck structure. Proper usage for business writl
amphasized,

26
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e
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aret ba
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&
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tinues through the developme
i o ihe position of th

SooOnamy,

5 of the sut

The studant

tions and regulations

causes of sieh chang

aod for organization, prot B3
ords. Instraction and practice
wee maethods,

sred

and

i the basic
anel various syste

This course is designed 1o guide the student toward olaar G0
togical, thinking. It is primarily a study of the methods
deductive reasoning and the approaches 1o inductive
reasoning. Practical applications of problem-solving are
included,

Ouarie
Hours |

B

lt
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M 100
Basic Mathematios Review
{Prep)

fE 0
Bussiness Mathematics

O 101
Soloulating Machines

i 0
Ovifice Procaedures

FE 09
Introduction to Public
Faintions

P&
Colorado Government and
Politios

PEY 101
Paychology

The objective of this courss is to provide the nec esaa:\
medial and/or refresher training and 1o correct deficie
skills in basic Mathematics which are preparatory to
pursuit of an appropriate course or training program i
approved educational institution or training esiablishir
According to their individual needs, students wiil |}
or review the areas of: adding, subtracting, multiplying,

dividing whole numbers, fractions, and decimals; per
tage and aliquot parts; algebra;, geometry. This cour
for the educationally disadvantaged,

This course s directed toward the ragid and accu

mathematical processes that are vocational in ot haracte
review of the basic arithmetic procedures is include
an aid Lo a hetter understanding of mathen ::‘E( 5 08 apy
Lo real business situstions.

The student is lavghl Lo apply the touch mathod 1o
computation of mathemalical problems. He then ap|
this krnowledge 1o various business situations.

Study and extensive practice in methods of performan
hasic office Tunetions with heavy emphasis on accuracy
proof-reading of all materials. Included in this cours
postal services, tefephone communicaiion, ravel arr:
ments and Hineraries, banking ooerations and tina
staternents, and job applications, Transcribing machines
Aubtiple copy processes are also taught, Proveguisite T
ar in progress with T 102,

A general-knowladge study of the hislory and deve
rert of public relations and contemporary applica
The tools and ethics of communication are taught,
the Impartance of good public refations is emphas

This course is a study of the State constilution, |
tature, axeculive rlr“)mml(‘m, and judicial system, It
irlc;h,gdﬁ-zs related outlines of county and municipal goy
ment,

A foundation of practicat peyehology related o effici
and pr mJumwi.y. Guides are given for organizafion
work and job analysis. Methods are taught for impro
reading efficiency, word power, and memory funct

28
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ng Theory

achwriting

Clock Quarter
Hours Hours

This course examines the problems of humen relations, 80 5]
the philosophy of industrial relations, and metivation.

The student fearns ways of building self-esteem and an

improved personalily. The qualities of isadership are

detailed.

The objective of the course is to provide the necessary ra- Gl 5
medial and/or refresher training and 1o correct deficiancy

skitls iIn reading fundamentals, visual perception, coordina-

tion, rate of reading, and comprehension which are pre-

requisita 1o the entry into & vocationa! training program, or

for preparation in order to assist the student in sucoesstully

passing a college entrance examination.

The Gregg shorthand alphabet is taught, along with the 120 5
Gregg briet formsz and phrases, Proficiency in reading

and writing shorthand and attaining a spesd of 60 words

par mintite are the goals,

This is & systern of shorthand which uses the English alpha- 120
bet as o foundation for outline forms, The student learns
methods of combining the letters, brief forms, and phrases.
Proficlency in reeding and writing Speedwriting short
hend and atiaining o speed of B0 words per minute ars
thie aoals,

&

I this course the student learns to develop the ability 120 5
1o construct outlines for unfamiliar words thus increasing

the shorthand vocabulary. Transoription skills are improv-

ed. Goal: 890 words per minute. Prerequisite: 5101 or
equivalent,

A continuation of Shorthand 1, this course teaches the 120 B
student to take dictation at an incressed rate of speed.

Extensive dictation practice is given. In addition, the

student is required to orovide transcribed material in

mailable form. Goal 100 1o 120 words per minute, Pre-

requisite: S 102 ar equivatent.

Emphasis is placed on bullding speed and increasing vocebu- 120 5
lary. Mailable wanscripts are required, Goal: 120 1o 140
words per minute, Prereguisite: S 103,

This course allows the student to acquire an understanding 80 B
of the origins and emergence of modern sociclogy. The

social order is presented along with the individual's rela-

tionship to society. Social stratification is outlined. Change

and the urban transition are defined.

2G -



S0C 162
Sociology H--General
Sociology

SCC 201
Sociology —The Family

T 101
Typewriting !

T 10z
Typewriting {!

T 103
Typewriting 1H

T 104
Typewriting 1V

GED 101
Effectiveness and
Correctness of Expression

GED 201
General Mathematical
Abtlity

Significant societal concerns are considered in this r
solvanced area of Sociolooy. The study includes colle
belavior, deviance, mass communications, social ins
tions, and the role of the sociologist in contemp
society. Prevequisite: SOC 101,

This course presents a functional knowladge and w
standing of American marriage from a sociological
point, The family in a changing soctety s studied,
the social factors in marital success are considered.,

This first course in typewriting 1!’1{:‘0(}11({“ the novice t
to the skitl basics. The machanics of the typewrite
explained and the touch systerm is taught and pract
Placement of capy s included in the cotrse. Goal
wiorels per minute.

This course aids in increasing specd and accuracy. Add
al business typing techniques are given to ihe st
Goal: 45 to BO words per minute. Prerequisite: T 1(
equivalent,

The third unit provides instruction in business letter wi
and the handling of other necessary office forms. In
tion, speed drills are intensified. Goal: 80 words per
ute. Prerequisite: T 102 or equivalent.

The stident shouid increase her typing speed to /0
with no more than 5 errars for a pertod of b minutes
student will build upon and add to her prior knowlec
manuscrints, letters, tables, and legal documents, |
amphasis wail ke nlaced upon typing the forms us
various office panvulzii\/ fegal and medical,

This couraz is for the educaiionally disadvantaged, a
objective is to prepare the student to pass the Tl
ness and Correctnass of Expression section of the (
Examination. Upon successful completion of this ¢
he student will have increased knowledge in {1) S
{2) Grammar & Usage (3) Sentence Structure (4) S
Clarity (5) Word Cholce (8) Punciuation {7} Capi
tion (8} Pronunciation. Practice axercises  are  Us
str engthen skills iy these areas, and a two-hour gim
CHactiveness and Correctness of Expression |
at'on is given.

This course s for the educationally disadvantaged, a
objective s to prepare the student to pass the G
Mathernaticat Ability section of the GUE.D, Examl
Upon successiul completion of this course, the s
will have increased knowledge in (1) Arithmetic (2
(3} Properties of Numbers (4} Algebra (5) Geomet

30



L iterary

teading
ptuiral

Clock

Hours
Maodern Mathe
an skills in the
arat Mather
This cours 45
onjective
45
stuclont  will

i, upon sompletion of one of the sbove G.E.D. courses,
the student fails any portion of the G.E.D. Examination
he may repest the appropriate povtion and recelve bensefits
for same,

Students taking one or both of courses OT00 and MO0 will

attend Monday through Friday, a minimom of 5 hours pay

o

wasl and o maxinuen of 20 hours per weslk. Fract atten.
dance ours 1o be arranged prior to the somumencement of
A whass.
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