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TUITION AND FEE SCHEDULE

Effective July 9, 1979
et is to be used in conjunction with Blair Business College,
Catalog, Volume 7, published June, 1978, and subsequent
11 rescinded.

ESTIMATED COST OF
BOOKS AND SUPPLIES

TUITION AND SALES TAX
re Secretarial $4125.00 $400.00
rial $3300.00 $320.00
nist/Stenographer $2475.00 $240.00
pist $1650.00 $160.00
3 Management $3300.00 $320.00
Accounting $3300.00 $320.00
yokkeeping $2475.00 $240.00
Courses
Course $ 165.00 R
Course $ 330,00 PP

ASSOCTIATE DEGREE PROGRAMS
ial Science $4785.00 $480.00
nt $4125.00 $480.00

ney $4125.00 $480.00






ADDENDUM

Effective Date: March 1, 1979

s to be used in conjunction wnth Blair Busmess College, Inc., 1978/79 Cat-
yublished June, 1978.

JUIREMENTS: The following statement supersedes the statement appear-
rt titled “Enrollment” 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
who have the ability to benefit from the training offered by the institution.

s policy applies to admission into the following programs: Professional
1eral Accounting, Basic Bookkeeping, Business Management, Executive
retarial, Receptionist-Stenographic, Clerk Typist, Associate in Business
ancy, Associate in Business Degree-Management, and Associate in Bus-
cretarial Science.

1efit from the training will be determined by passing our entrance test and
w 1o determine the interest and motivation of the student.

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

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

................................................ 22 clock hours per week
............................................. 16-21 clock hours per week
....................... N iivieerereneae... . 11415 clock hours per week
.............................................. 6-10 clock hours per week



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

U M SEALUS. « .+ o et et e et e
/R €12 4 =0 € 1 AT < S D
Yo IME BIATUS .. ot e
Vatimestalus ... i i e et e e

SATISFACTORY PROGRESS: The foliowing 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 hefshe
- 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 following 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, anc
ing under Veterans’ Administration eligibility, the following policy is used

Shouid the student discontinue training, the following table shows the amol
the school shall be entitled to keep: :

a. If discontinued within the first week of classes, the school shall be
10% of the contract price of the program.

b, Ifdiscontinued 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 pro

c. Ifdiscontinued between 10% and 20% of the program, they shall be
20% of the contract price of the program, plus $100. -

d. | discontinued between 20% and 40% of the program, the school shs
keep 40% of the contract price of the program plus $100.

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



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

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

| be made of the application fee, nor of cost of books and supplies issued.

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

refund policy applies only to students enrolled in an Associate Degree program
ttending under Veterans' Administration eligibility:

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

"ARDINESS PROCEDURES: if a student arrives more than ten minutes late
he will be counted absent from the class that day.

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

/D PROGRAM: The second sentence (page 13 of the catalog) is changed to
Insured Student Loan Program (FISL)
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Accredited by the Accrediting Commassion of
the Association of Independent Colleges
and Schools

Approved by the Colorado State Board for
Community Colleges and Qccupational
Education

A strictly business oriented coliege, Blair Business College,
Inc. has produced thousands of successful graduates since it
was founded in 1897. Throughout its history, the Gollege has
enioyed a reputation as a progressive institution of higher
fearning.

Today, Blairs modern building and up-to-date facilities make
it one of the "“newest”, although one of the oldest, educational
institutions in the stats.

Blair carefully structures its curriculum to offer quality educa-
fion in the field of business. | you prefer a friendly small-
campus atmosphere with a facully and staff who take a per-
sonal interest in your progress, you wili appreciate the educa-
tiona! opportunities at Blair Business College.

1#, afler reading our cataloeg, you feel that Blair is the school
for you, please accept our open invitation 1o visit us. You
may be sure that we shall do everything possible to assist you
in selecting a career field and in planning a successful business
future.

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

.3-






paak couniry

The vitality of Pikes Peak Country is matched only by its malestic
surroundings. From the caverns of prehisioric yesteryear and the
memorias of a gold rush to the sweseping panorama of the Air
Force Academy and the faniasy of Chrisimas, Pikes Peak Couniry
offers an adveniure to suit everyone's tasts,

With an average mid-summer iemperature of 72 degrees, Pikes
Paak Country provides the ideal setling for swimming, iennis,
fishing, horseback riding or a game of golf. The fall, with thes
mouniains and countryside painted a brilliance all their own,
provides its witnesses all the courtesies of a Colorado indian
Summer. Plkes Peak Couniry then turns Old Man Winter inlo a
gentie lamb to give huniers a paradise and skiers a dream,

Almost 310 sun-filled days provide a perfect setting for year round
rgcreation. United Slates and Canadian flags fiy side by side just
south of Colorado Springs at the enirance 1o the Combal Opera-
tions Canter of the North American Alr Defense Command deep
inside Cheyanne Mountain. NORAD is lasked o give early warning
to the North American continent in case of altask,




Since its founding in 1897, the officers and

Business College have made every sffort to |
tions to those who have entrusted thelr edu
fessional dreams o this college. These dres
solid realities for many thousands of graduat

Should you decide, after reading our catalog
consider Bialr Business College as your care
please fesl frae to call upon me or any memt
persenal and individual counseling,

Gh
Bre




Charies B Webhslar. . o President

Frances L WEDSIBT . . . Secretary Treasurer
Charies FLWebhslar. . Prosident
Frances &. Zenobia ... oo Administrative Assistan!
Frances . Webster ... .. o Einancial Aid Administralor
JamesD.Gast oo B.5., Ceniral Sitate University

Witherinroe, Ohio

Donna B Hathaway. . ZA, Fort Lewis Dollege
Durango, Colorado

M. £d., Univarsily of Hlinois

Urbana, Hlinols

Weiborne M. HIH .. o LLB, Universily of Arizona
Tueson, Arizona

Mary Anne Marriceini ..o A.5., Shippensburg Siate College
Shippensburg, Fennsylvania

Almal. Smith ... ... ... ....... B.A. University of Southarn Coloradsa
Pusblo, Colorado

Cheryi M. Warren ... ... 8.4, Kansas State Universily

danhaitan, Kansas




Blalr Business Cuoliege is dedicated 1¢ the ideal of ed
womean and thus preparing them to obtain rewarding |
ness and indusiry upon graduation.

To achieve this objective, we are cansiantly on the ale
better methods of teaching business educalion. A
procedures change, 5o must we change. Our texti m
frequently and our instructors are fully trained, holding
and having practical business backgrounds in their ¢
setecting the office and adminisirative staff, careful
to background, education, temperament and person
beliave that it is of the vimost importance that each men
ization be completely dedicated to the ideais 1o which wi
ourselves. :




THE COLLEGE FACILITIES

The modern college buiiding, situated on a cne
acre site, has 14,500 square feet of space, is air-
contioned throughout, and has 13 spacious, well-
lighted classrooms. A student loungs, equipped
with food and beverage vending machines, is
maintained for the students’ comfort and conven-
ience.

A library of reference mmaterials is provided.
Pericdicals helpful in various courses are included,
as well as books of fiction and general interest.
Other college equipment includes overhead pro-
iectors, movie and slide projeciors, dictation
tape iabs, manual and electric typewriters, trans-
cribing machines, and electric adding and calcu-
lating machines.

The College also maintains a bookstiore which
stocks all textbooks, workbooks, and suppiies
required for the courses taught.

OFFICE AND SCHOOL. HOURS

The College cffice iz open from 7:45 a.m. until
4:30 p.om. Monday through Friday,

Classes are in session from 8:00 a.m. until 1:20
p.m. Monday through Friday.

ENROLLMENT

Enrotiment application forms may be abtained
at the College office or from licensed agenis of
the school, A $25 nonrefundable registration fee
must accompany each application. An apptitude
avaluation test will be given at the time of enroil
ment. The applicant will be notified by telephone
of mail of his or her accepiance or nonacceplance,

Students may enier courses of programs only
at the beginning of a quarter. Quarier beginning
and ending dates are listed in the college calendar.
MNo student will be allowed to enter class more
than one week after the scheduled start date.

Uniess a prerequisite is indicated, there are no
spacific enirance requiremenis for enroliment in
individuai courses.

The Cotlege admils as regular students only
nersons having a certificate of graduation from a
school providing secondary education, or the
recognized equivalent of such a certificate, or
persons who are beyond the age of 16 or have
completed grade 10, whichever occurs first, and
who have the ability to benefit from the training
offered by the institution.



The ability to benefit from the training will be
determined by passing our enfrance fest and per-
sonal interview to determing the interest and mo-
tivation of the student.

This admissions pelicy applies to admission info
the following programs: General Accounting,
Basic Bookkeeping, Business Management, Ex-
ecutive Secretarial, Secretarial, Recepiionist Sten-
agraphic, Glerk Typist and the following Associate
Degree Progams - Accountancy, Management and
Secretarial.

Upon satistaciory completion of their program,
students will be grantied a dipioma or degree for
the program in which they have enrolied. 1If a
student wishes to change his enrcllment, he must
complate a new enrcliment contract at the then
pravaiting tuition and book cost rate and the dif-
ference in tuition will be figured accordingly. i
a student wishes to take courses in addition to
those in his curriculum outiing, he will be charged
for each such course on an individual course
basts. Upon completion a copy of his transcript
will refiect any changes, substitutions or addi-
tions.

Arrangements must be made with the sched-
uling office If a student wishes o carry more or
less than a regular clock or guarter hour schedule.
If & student is on a financial aid program, this
is usually nol possibie.

TRANSFER OF CREDIY

Students who have atltended other colleges,
universities, or business colleges, or who have
taken cartain courses while serving in the armed
forces, may apply for transfer of these credits
toward their program of study at Biair Business
Coliege. The student must have a grads of “C" or
above in any course before it will be considered
for transfer and the course content must be com-
parable. Decisions regarding acceptance of any
credit will be made by the schaduling office.

DEFINITION OF A CREDIT
One 50 minute class period equals 1 clock hour.
Each 60 clock hour course equals & quarter hours.

TUITION AND BOOK CHARGES

Tuition and estimated cost of books and sup-
plies for each program is outfined on a supple-
mental sheet inserted in the back of this catalog.
Tuition for individual courses is also shown on the
supplemental sheet.

REFUND POLICY

For ali students except those enrolled in Asso-
ciate Degree programs, and who are atiending
under Veterans' Administration eligibility, the
following poticy is used.

Should the student discontly
foliowing table shows the amou
the school shall be entitled to ke

a. f giscontinued within
classes, the school shall be enti
of the contract price of the progr:

b. [fdiscontinued after the fi
as but within the first 10% of
schoot shall be entitled to keep
tract price of the program plus §1

c. M discontinued between -
the program, the school shali be
20% of the contract price of the p

d. if discontinued between
the program, the school shall b
40% of the contract price of i
$100.

a, if discontinued batweean
the program, the school shall b
60% of the coniract price of the p

f. if discontinued between ¢
the program, the school shall b
80% of the contract price of the p

g. If disgontinued after the .
pieted 80% of the program anc
final 20% of the program, the st
titled to keep the entire contrac)
gram.

No refund will be made of th
nor of cost of books and supplies

Pearcentage of the program o
puted on the basis of clock ho
units of credit earned. Effective
{ion witl be considered (o be th
corded attendance.

The following refund policy ay
dents enrotied in an Associate De
who are attending under Veterar
eligibifity.

Where the school githar has ¢
biished policy for the refund of {
of tuition, fees and other charge:
tion which is more favorable to t
ing under Veterans’ Administrat
the approximate pro rata basi
this paragraph, such establish
appiicable.  Otherwise, the sc¢
110% of the exact pro raia port
teas that the length of the conm
the course bears to its tolal leng
tirst $10 of the application fee
proration. The exact proration v
on the ratio of the number of d
completed by the student to th
instructional days in the course
be charged for ali books and s
has recelved.
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quarter
.......................... 12
........................... g
........................... 4]
.......................... 3
week: Non-
Velerans  Veterans
................ 22 24
............. 18.21 18
............. 11-15 12
.............. 610 B

ng 12 or more credis wlil be
quarterly tuition and book rates,

GULATIONS, PROGRAMS,
PRICES, FACULTY
serves the right to change regu-
notice, Because of the many
occur daily in both business and
sometimes impossible to guaran-
g particutars, The College, there
e right to add {o or delste from
programs, of areas of study as
may require; 1o make faculty
modify tuition charges and book
s who are currently anroliad in
curses will be proiecied against
lch might arise as a resulf of any
n or changes in curriculum,

OF CLASBES
eserves the right to cancel any
i for which there is Insufflcient

ROM SCHOOL

wishes to withdraw from a class
musi notify the schoo!l office. In
the siudeni may withdraw by
e. Fallure to withdraw properly
e assignment of failing grades
art of the students permanent

- attendance is shown on his
rd. Al absences, excussd or
hown. Attendance is considered
nen, bacause of absence, the stu-
taining satisfactory grades in all

be intarrupted for unsatisfactory
vill be readmitied only by permis-
istrative officer.

d because of absence must be

11 -

Hale U 1O Ine 3atstaciion o1 ing insirycior o1
each course. Howsever, any maka up work must
be submitied within ten school days after the ab-
sence.

Leaves are discouraged unless absolutaly neo-
essary. A leave will exlend the length of a stu-
dent's program, it also creales compiications if
a student is participating in any of the financial
ald programs., The College does not assume any
liabllity for scheduling students in courses required
for graduation if the student iakes a lsave of
absence as some gourses may be offered only
once or twice a year.

GRADING

ietter Grade Numericai Gradse Grade Points
A 958100 4.0
A- 9165 3.5
8 85-90 3.0
8. 81.85 2.5
c 76-80 2.0
- 74-75 1.5
D 72-73 1.0
- 70-71 .5

PROGHRESS

To be eligible for graduation, students must
complete all subjects in their program with no
grade less than "“D-" and an overall grads point
average of notless than 2.0,

A studenl who faiis to maintain 2 1.5 gpa during
aquarter will be placed on academic probation for
the following guarter. During the probationary
quariar he will be required to achisve a grade noint
average of 20. Failure lo do so will cause the
student to be lerminated. This requirement may
ba relaxed by a commities on examination for
good cause and upon such conditions as the
committes may establish.

Complale permanant records are kept showing
the student’s progress in each course. Prograss
reports are given al the end of the guarter for
each course compleled, Upon graduation, one
copy of the transcript Is provided to the student.
There will be a $1 charge for each addilional copy
requesied,

All students must fulfiil all financial obligations
to ithe College befors a diploma or degree will
be granied, grade transcript furnished, or assis-
tance givaninjob placement.

LONMDUCT AND DRESS

Sludents ai Blair Business College are expecied
o exhibil good manners, have a neal personal
appearance, and sonduct themselves in and out
of school as men and women preparing for re-
sponsible careers in business, industry and govern-
ment.



Any student who brings discredit upon himself
or the College may be subject to disclplinary
action. The College reserves the right to place a
student on probation or to terminate his training
for any of the following reasons: theft from or
darmage to the Coliege property or property of
other persons, disruptive tactics, immoral or un-
patriotic conduct, inappropriale dress, excessive
absence from class, failure to maintain a satis-
factory grade average, use of profane or obscene
language or gastures, noncompllance with school
rules and reguiations, and other actions con-
sidered undesirable by the administration.

The standards and siyles for both men's and
women's ciothing and appearance have changed
dramatically in the past few years. The business
world, however, has maintained rather conserva-
tive traditions as if relates to appearance. One
must conform to at leasi soms minimums o be
consldergd for employment.  Although you wilt
lhave considerable iatitude in this area, you are
encouraged 1o present your best appearance at
all times.

PLACEMENT SERVICE

The Coliege maintaing an employment service
for its graduates. This is a courtesy service by the
school and there ia no charge to either the student
or the employer. While we do not guaraniee
placement, we are happy 1o assist our graduates
i any way we can {0 secure suitable employment.
The success or fallure of our efforts will be influ-
enced to a great extent by the attendance and
academic records of the student,

The placement service is a lifetime privilege for
graduates, At any future date, a graduate may
avail himself of this service,

Through our affiliation with the Assoclation of
independent Colieges and Schools, we are abie to
assist graduates who wish employment in other
parts of the nation.

The College alse assists those students who
desire it, and whose grade average and attendance
are satisfactory, in finding part-lime employment
while they are in school

LIEFETIME BRUSH-UP PRIVILEGE

Graduates of diploma or degree programs may
returnt 1o Blair at any future date, for a time not
to exceed two weeks and subject to available
space, to review thelr shorthand and typing skills.

HOUSING

Convenlently tocated directly across the street
from Bilair Business College is Farragut Hall, a
supervised apartment house for women. Each
apartment |s tastefully furnished and consists of
living room, kitchen, bath, and twao of three bed-
rooms. This faclity accommodates 58 studenis. A

resident manager is in charge.
these apartments shoutd be mac
anroliment dates, For complete
tact: Manager, Farragut Hall, 1]
Avenue, Colorado Springs, GO, 8

Other housing includes apartn
in atl parts of the city. The o
students In securing sultable liv
tlons.

TRANSPORTATION

Biair Business College is com
st one-hal! block from the ol
four biocks from a shopping o
blocks from the downtown busine



The student financial aid programs are designed (0 help qualified stu-
denis with financial need o obtain an education at Blair Business College.

Federal insurad Student Loan {FISL) - The major objective of this program
is to make loan funds avallable to help pay educatlional costs for any
colage student who qualifles because of “nesd”.

National Direct Student Loan (NDSL; - This program is designed o assist?
students who can show a financial need Dased upon family financial
contribution. NDSL recipienis are required 1o have an exit interview
before graduation or withdrawal.

Work Study - Parttime work opporiunities are provided io qualified
students to assist them in meeting their educational expenses,

Basic Educational Opportunity Grant (BEOG) - This program provides
for thae payment of nonrepayable basic grant awards 1o gualifying siu-
dents atiending eligibie instilutions of higher education such as Blair
Business Coilege.

Supstemenial Educational Opportunily Grant [BEOG) - This program is
te encourage and aenable exceplionally neady studenis who otherwise
would be unable to conlinue thelr edugation, by providing them with
nonrapayabie granis,

Blair will also assist enrolled students in applying for oiher types of
financing that are available such as conventional loans and other fed-
gral, state and local programs.

information concerning ihe above financial assistance programs may
be obtained from Blalr Business College or its represeniatives.




FALL TERM - 1879

Registration. ... ... . . 8
Classes Begin .. . . e 5
ThanksgivingHoliday. . ... .. o i ;
ClassasS BNd. ... . e [
Christmas Holidays. . ... . [
th
WINTER TERWM . 1880
Begistralion. ... . {
Classes Begt ... . e
Classes End . .
SPRING TERM - 1580
Registration .. .. . o
Classes Begin .. .. . i e
Memorial DayHollday ..o .
Clagses End. . .
Vacallon . o s Ju
SUMMER TERM . 18806
Hegistrallon. .. . o
Classes Bagin. (... .
JulydthHotiday . ... o o
LaborDay Holiday ... . ..
Classes End . ... e S
FALL TERM - 1880
Ragistration . . . . . e S
Classes Begin ... .. i S
ThanksgivingHoliday. . ........ ... ... ... .. ... ... ]
Classes ENd. .. L o e 1
Christrnas Molldays. . . . . l
i

WINTER TERM - 1881
HAegistration

Classes Begin
Classes End o o
SPRING TERM - 1881

Fegistration . ... . ... .
Classes Begin . ... . ... . .
Memorial ay Holiday
Classes End

e



Associate Degree Secretarial Science
Associate Degree Management
Associate Degree Accountancy
Executive Secretarial
Secretarial
Receptionist Stenographic
Clerk Typist

Business Management
General Accounting

Basic Bookkeeping

-5,



Courses

A 101 Accounting I-Proprietorship... ..o oo o
B A 3071 Payroll Accounting ... ..o v
%E BA 201 Business Law
BA 401 Business Management ........ ... ... oL
BA 501 PersonneiManagement ... ... ...
C 10t ColiegeEnglish ... ..
C 102 Business Correspondence.....................
C 201 WordMastery. ......... ..o i
C 301 QralCommunications ............... ...
£S 101 Filing Systems and Records Management ... ..
M 101 Business Mathematics ... ... .
OWM 101 CaloculatingMachines .............. ... . .
OP 101 OfficeProcedures ... ... . . i nns
PSY 201 Human Relations. .. ... . oo oo
**5 101 Shorthand .. . . .
S 102 Shorthand Il ... e
S 103 Shorthand b ... . o
T 102 Yypewritingll ... oo i
T 103 Typewriting b ..o o o oo

*Students who have had no previous training in Typewriti
in T-101, Typewriting |, prior fo taking T-102. No additiona
charged.

**Students who have had previous shorthand training an
fully chailenge S-101 by passing the final examlination, 1
an elective course,

Toial Clock Hours

Estimated Completion Time: 15 Months

Vocational Objective: Upon satisfactory compietion of th
graduate should have developed the necessary skills {o

job-entry level ic become employed in a high-level secre
in a business office.

=16 -



Clock Quarier

Courses Hours Hours

A 101 Accounting |-Proprietorship. ... 120 5
¢ 101 CollegeEnglish ... ... oo i 80 5
C 102 Business Correspondence . ... i 80 5
C 201 WordMastary .. ... e 60 5
G 301 OralCommunications ... i 60 5
FS 101 Filing Systems and Records Management ........ ... 60 5
M 101 Business Mathemalics ............... .. ..ol 80 5
OM 101 CalculatingMachines ... ... oo 60 5
OF 101 Office Procedurgs. . ... oot 60 5
G 101 Shorthand |, ..o e 120 5
S 102 Shorthand b ... o 120 5
S 103 Shorthand B, .. ..o i 120 5
T 102 Typewriting .o oo 120 5
T 103 Typewrtling IH ... .o 120 5

*5{udents who have had no previous training in Typewriting must enroll
in T-101, Typewriting I, prior to taking T-102, No additional tuition will be
charged.

**Students who have had previous shorthand training and can success-
fully chalienge S-101 by passing the final examination, may substituie
an elective course,

Total Clock Hours 1200
Estimated Completion Time: 12 Months

Vocational Objective: Upon satisfactory completion of the program, the
graduate should have developed the necessary skitls to be gualified at

job-entry level to become employed as a general secretary in a business
office.

7.




C 101 CollegeEnglish ... ... ...
C 102 Business Correspondence..................
C 201 WordMastery.......... ... e
G 301 OralCommunications ........ ...
FS 101 Filing Systems and Records Management ...
OF 181 Office Procedurgs. . . oot
**$ 1401 Shorthand .. ... . o
S 1062 Shorthandt ... o oo
T o101 Typewriting oo oo
T 102 Typewriting ... ... .o
T 103 Typewriting !l ... o

“*Students who have had previous shorthand training
fully challenge §-101 by passing the final examination
and elective course.

Total Clock Hours

Estimated Completion Time: @ Months

Vocational Objective: Upon satisfactory completion of
graduate shouid have developed the necessary skills

job-entry tevel 1o become employed as a receptionist
take Hight shorthand in a business office.

-8



her Program

Clock GQuarter

Courses Hours Hours
C 101 College English ... ... ... ... 60 5
C 102 Business Correspondence. .. ... ... ... ... B0 5
C201 WordMastery. o a0 5
G 30% Qral Communisations ... ... . ... ... 80 5
FS 101 Filing Systems and Records Marnagement ... .. ... .. 60 5
OM 101 CalculatingMachines ... . ... . .. ... . . .. 60 5
OF 101 OfficeProcedures . ... ... ..., . ... . ... 60 8
T10% Typewriting Lo o 80 5
T 102 Typewriting 1l ... . 120 5
Total Clock Hours 800

Estimated Completion Time: 6 Monihs

Yocational Objective: Upon satisfactory completion of the program,
the graduate should have developed the necessary skills 1o be gualified
atjob entry ievel to become employed as a typist, flie clerk, mail clerk, or
in other similar clerical jobs.

Clock Quarier

Courses Hours Hours
Shorthand ... 30 0
Typewriting . ..o .o 30 0
Office Progedures. . ... ... . . . . 30 0

Vocational Objective: The abjective of this program is 1o prepare to
enter business in the secretarial/stenographictreceptionist area. 1t will
be offered as a brush-up program in basic office skilis, and will be taken
ONLY by students who have had prior business experience and/or
fraining.
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Courses

A
A 102
A 103
A 30
BA 201
BA 401
BA 501
c ot
(ST 44
G20
¢ 3ot
Fs 101
a0
O 108
PSY 201
T 102

Accounting FProprietorship. ..o oo
Accounting H-Partnership ..o
Accounting Hl-Corporation ... ...
Payroll Accounting . oo
BUSIAESS LAW . o oo e e
Business Managemsnt ...
Personnel Management .. ... ... oo
Colfege Baghish ... oo
Business Correspondence . ... o
WOrd MIBSIEIY . L
Oral CommURCations . ..o i
Filing 8ystems and Hecords pManagement ...
Bysiness Mathematics .. .o
Catculating Machines .. ... N
Human Belatlons. . oo o
Typewriting 1. ..o

*Students who have had no previous iraining in Typewrit
rotl in T-101, Typewriting |, prior e taking T-102. No addi
will be charged,

Total Clock Hours

Estimatad CGompletion Time: 12 Months

Yocational Oblective: Upon satistaciory compliation of th
graduate should have devetoped the necessary skilis to b
job-entry level to become employed as a business Manag;
nusiness office. The graduate should be able to assistm
clerical and general business procedures.

L9 -



Ciock Quarter

Courses Hours Hours
A 101 Accounting L-Proprietorship. ... ool 120 5
A 102 Accounting li-Partnership ... ..ot 120 5
A 103 Accounting lH-Corporation ... 128 5
A 30 PayrolfAccounting ..o a a0 5
A 104 CostAccountingl-JobOrder. ...t 60 5
A 401 Federal Income Tax Accounting. ... vveen s &0 5
BA 201 Business Law ... i 60 5
BA 401 BusinessManagement...... ... ool &80 5
BA 507 PersonnetManagement ... i iaen s 60 5
C 101 College English ... . e 60 5
C 102 Business COMespondentce. . .. ..o.vveeiirreaiinrns 60 5
C 201 WordMastery. ... . i e 60 5
C 301 OralCommunications ... i s 60 5
M 101 BusinessMathemalics ... ... . ... o 60 5
OM 101 CalculatingMachines ... oo 60 5
*T 102 Typewriting Il ... ... o i e 20 5

*Students who have had no previous training in Typewriting must enroll
in T-101, Typewriting §, prior to taking T-102. No additionai tuition will
be charged.

Total Clock Hours 1200
Estimated Completion Time: 12 Months

Vocational Objectives! Upon satisfactory completion of the program,
the graduate should have developed the necessary skills to be gualified

at job-eniry level to become employed in a business as a junlor ac-
countant or full-charge bookkeeper,

2%



Courses

101 Accounting I-Proprietorship.......... L
102 Accounting H-Partnership ... ... .. ...
103 Accounting Hi-Corporation ... L
101 Cotlege English ... o i e
102 Business Correspondence.. ... ...
201 WordMastery . ... . e
301 OralCommunications .. ... oo
8 101 Filing Systems and Records Management | ...
M 101 BusinessMathematios ... ..o v
OM 101 Calculating Machines ........... ... . .o
TOo102 Typewriting b o o o

MmMOOO0OO P rF >

*Studenis who have had no previous iraining in Typewrit
in T-101, Typewriting |, prior to taking 7-102. No additic
be charged.

Total Clock Hours
Estimated Completion Time: 8 Months
Vocational Objective: Upon satisfaciory completion of ¢

graduaie should have developed the necessary skill to
iob-antry tevel to become employed as a general bookkee

[
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A 101
Aceounting -Proprietorship

A102
Accourting H-Partnership

A103
Accounting Hi-Corporation

AT04
Coest Accounting -Job Order

A105
Cost Accounting H-Process

A 108
intermediate Accounting

A 108
Advanced Accounting

A 201
Auditing

A 301
Payroll

A 401
Federal income Tax
Accounting I-Proprictorship

This course teaches the nature of business accounting whi
is the baslc accounting process and the double-eniry sysis
The student is Instructed in fundamental accounting D
cedures and taught to apply these to the proprietorship str
ture,

This unit of accounting expands the student's knowledge
record keeping principles and provides praclice in process
used in partnership operation. Prersquisite: A 101,

Accounting methods for corporate enterprise are taught. 1
course provides the accounting techniques raguired for m
agerial and crganizational treatment of corporation recor
Prereguisiie: & 102,

The purpose of cost accounting is presented, including cla
ficatlon of manufaciuring costs, types of cost systems, ¢
cost accounting records. instruction is given relating to mal
ial, tabor, and manufacturing overhead. Prerequisite: A 10
in progress with A 103

This course details accounting for different buginess process
These include production, by-products, joint budgeting, m
agorial dacisions, and automation. Standard cosis are ¢
lined. Prerequisite: A 104

The probiem areas of accounting are studied in this cou
Financial statements are classified and analyzed. Closing
revarsing entries are studied as well as acoount classif|
tions and the use of many basic accounts. Prerequisite: A

This area of accounting is & study of business rglationsh
such as parinership, home office and branch. Special s
procedures are presented, along with consolidated stateme
and fiduciaries. Prerequisite: A 106,

This course provides the student with knowledge of audit
standards and audit objectives, reporting, and procadu
Practice s given in internal control, procedural tests,
closing the audil. Prerequisite: A 106.

Study and praclice in the efficient handling of payrolt for
benefit of employer and employees. Subjects covered inc
computing wages, taxes, and unemployment compensatl
etc.

This course introduces the tax laws and considers the nor
transactions and problems encountered in the preparatio
tax returns for proprietorships.

P 7
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Clock Quarlsr
Hours Hours

This area of study ireals the partnership, fiduciary, and corpor- 120

ation transactions of Federal Tax structure. Studentis jearn o
complete returns for these three types of laxpayers. Prere-
quisite: A401.

A study of basic business functions, specific carger opportuni-
ties and business environment. The course provides a founda-
tien for continuing study.

This course introduces the general principles of law and {ts en-
forcement, 1is primary purpose is to teach recognition of the
basic application of law in personal and business situalions.

A survey course providing an understanding of the data required
to operate and conirol a business. Methods and techniques
necassary for the effective handling of business data are
taught.

The principies of the organization of business are given in the
course. The student is 1aught io understand the refationships
among the varicus business funclions. Essentials of ieader-
ship are siressed.

A study of managemsni as il relates to administrative office
functions. Personnel managemeni applied 1o office services
iz studied,

This course gives the student a basic understanding of mar-
kating, sales promotion, and advertising; relates marketing 1o
the total economy; familiarizes the student with marketing
principies; and promotes the ability to distinguish beiween
mediocrity and excelience in marketing, sales promotion, and
advertising.

The objective of this course is ol provide the necessary remadial
andfor refresher iraining and to correct deficiency skills in ba-
sic English which are preparatory {o the pursull of an appro-
priate course of training program in an approved educational
institution or training establishment. According to their indivi-
dual needs, studenis will learn and/or review the areas of sen-
tence structure, parts of speech, punciuation, word choice,
general vocabulary improvement, and technical vocabulary
improvemant.  This course is for the educationally disad
vantaged.

Teaching correct grammar usage and the principies of punctu-
ation, this subject alds the student in proficiency in sentence
structure. Proper usage for business writing is emphasized.
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€102
Business Cosrespondence

o 201
Word Mastery

£ a0t
Oral Communications

O 4
Report Writing

B0t
Economics FBasic
Economics

& 204
Economic History
of the United Stales

Fal 2
Money and Banking

FE 101
Fiting Syslems and Becords
anagemeant

I 101
Introduction o Logic

The student is taught to appreciaie the importance of go
business fstter writing ability. The mechanics and principl
of a correct letier are studied. Heports, memorandums, &l
other types of business communications are included. P
reguisite; T 102 or in progress with T 102,

This course teaches genaral voecabulary improvernant throu
an Increased knowledge of word structure and the use of wor
in correct, coherent, meaningiul sentences.

This course i3 a study of the speaking and listening techniqu
essential in today's business world, Practical exparience
provided ihrough speech presentations and group dscussiorn
A comptete fob-unit 18 included covering portfolio preparatic
nterviewing, and other employment praclices in the job mark

The student is taught how o select the type of report 1o be
present information, whal information should be included, a
how towrite a report in a style that Is readable, interesiing a
carrect,

Anintroduction of the nature of economics and an explanali
of wur econommic system. Money and banking are studied,
well as production, income, and employmant,

This course is a study of the nature of econamic history &
the beginning of the American economy. Study conting
through the devetopment of our economic nationslism 101
posttion of the United Slates in the world economy.

This course teaches the hislory and underlving principles
money and banking and the enviranment in which they opera
it stresses the practical aspects of the subject and empl
sizes basic monetary theory. The student is made awarg of t
consiantly changing aspecis of banking Instiutions and re
lations, and is familiarized with the sconomic causes of su
changes,

The student iz tavghi the need for organization, profect
and conirol of business records. Instruction and practices
the basic rules of indexing and crossreference methods, &
various sysiems of modern fHing are covared.

This course is designed to guide the student toward cle
togical, thinking. 1t is primarily a study of the mathods of
ductive reasoning and the approaches to indyctive reasoni
Practicat applications of probiler-solving are included.




jes Review

matics
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Pulbstic

g and

Clock Quarter
Hours Hours

The sbjective of this course is (o provide the necessary reme- 35 NG
dial andior refresher training and 1o correct defiency skills in
basic mathemalics which are preparaiory to the pursuit of an
appropriate course or iraining program in an approved educa-
tional institution of training eslablishment. According 1o their
individual needs, students wilt learn or review the areas af:
adding, subtracting, multiplying, and dividing whoie numbers,
fractions, and decimals; percentage and aliguot parls; algebra;
geomelry. This course is for the educationally disadvantaged.

This course is directed toward the rapld and - accurater mathe- 60 5
matical processes that are vocational in character. A review

of the basic arithmetic procedures is included as an aid {o a

betier understanding of mathematics as applied to real busi-

nass situations.

The student is taught 1o apply the touch method to the compu- 60 5
tation of mathematical problems. He then applies this know-
Jedge to various business situations.

Study and extensive practice in methods of performance of 80 5
basic office functions with heavy smphasis on accuracy and
proot-reading of all materials. Included in this course are pos-

tat services, islephone communication, travel arrangements

and ilineraries, banking operations and financial statemenis,

and job applications. Transcribing machings and mullipie copy

processes are also taught., Prerequisiter T 102 or In progress

with T 102,

A general-knowledge study of the history ‘and development of 60 5
public relations and contemperary applications. The {ools and

sthics of communications are taught, and the importance of

good public relations is emphasized.

A foundation of practical psychology related to efficiency and 60 5
productivity, Guides are given for organization of work and job

analysis. Methods are taught for impraving reading efficlency,

word power, and memory functions,

This course examines the problems of human relations, the 80 5
philosophy of Industrial relations, and motivation. The student

learns ways of bullding self-estesm and an improved personal-

ity. The qualities of leadership are detaiied.
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00
Basic Beading (Prep)

& 101
Shorthand |-Gregg Theory

8101
Shorthand -Speedwriting
Theory

5102
Shorthand If

5163
Shorthand Hi

g 104
Shorthand IV

SO0 101

energl Sociology

7101
Typewriting |

T162
Typewriting I}

The objective of the course s to provide the necessary ren
at andfor refresher training and to correct deficliency skil
reading fundamentals, visual percaption, coordination, ra
reading, and comprehension which are prerequisiie to the
try into a vocational training program, or for preparation in«
to assist the student in successfully passing a college entr
examination.

The Gregg shorthand alphabet is taught, along with the G
prief forms and phrases. Proficlency in reading and wr
shorthand and attaining & spead of 60 words per minuie ar
goals.

This is a system of shorthand which uses the kngHsh alph
as a foundation for outiine forms. The student learns medl
of combining the letters, briaf forms, and phrases. Protich
in reading and writing Spaeedwriting shorthand and attai
a spasd of B0 words per minute are the goals,

iy this coursge the student learns to develop the abifity 1o
struct outlines for unfamiliar words thus increasing the s
hand vocahulary, Transcription skills are improved. Goal
words per minute, Prerequisite: 8 101 or equivalent.

A sontinuation of Shorthand i, this course teaches the st
{0 take diclation at an increased rate of spead. Exiensive
tation practice is given. In addition, the student is requir
provide transcribed material in mailable form, Goal! 100
words per minute. Prerequisite: S 102 or equivalent.

Ernphasis is placed on building speed and increasing voc
lary. Mallable transcripts are required. Goalr 12010 140w
per minuie. Prerequisite: 8103

This course allows the student to acguive an understandin
ihe origins and emergence of modern sociology. The s¢
order Is presented along with the individual's relationshi
sociely. Social stratification s outlined. Change and
urban transition are defined.

This first course in typewrlting introduces the novice typi
the skit basics. The mechanics of the typewriter are expla
and the touch system Is taught and practiced, Placemsr
copy is included in the course, Goal: 30 words per mir

This course alds in increasing speed and accuraoy. Addit
business typing techniques are given o the student. Goal
to 80 words per minute. Prereguisite: T 101 or equivalent.

T
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atical

Literary

Clock Quarter
Hours Hours

The third unit provides Instruction in business letter writing and 120 5

the handling of other necessary office forms. In addition, speed
drilis are intensified. Goal 60 words per minuie. Prerequisite:
T102 or eguivalent.

The student should increase her typing speed to 70 wpm with
no more than 5 errors for a2 pertod of 3 minutes. The student
will buiid upon and add 1o her prior knowledge of manuscripts,
ietiers, tables, and legal documents. Heavy empbasis will be
placed upon typing the forms used in various offices, espacially
lagal and medical.

This course is for the educationally disadvantaged, and iis ob-
jeciive is to prepare the student to pass the Effactivensss and
Correctness of Expression seclion of the GLE.D. Examination.
Upon successful completion of this course, the sludent will
have increasad knowiedge in (1) Speliing {2} Grammar & Uisage
(3} Sentence Structure {4} Bivie & Clarity (8) Word Cholce (6}
Punctuation {7y Capitalization (8) Pronuneiation. Practics exer-
cises are used to strengthen sikills in these areas, and a wo-
hour simulated G.E.D. Effectiveness and Correciness of Ex-
pression Examination is given.

This course ig for the educationally disadvaniaged, and its ob-
iective is to prepare the student 1o pass the General Mathemal-
ical Abilily section of the G.E.D. Examination. Upon successiul
compietion of this course, the studeni will have increased Know-
tedge in {1} Arithmetic (2) Graphs (3) Properties of Numbers (4)
Algebra (5 Geomelry {6 Modarn Mathematics. Praclice exer
cises are used 1o strengthen skills in these areas, and a two-
hoyr simulated G.E.D. General Mathematical Abilily Examina-
fon ks givan.

This course is for the educationally disadvaniaged, and iis ob-
jective is to prepare the student to pass the Interpretation of
Literary Materigis section of the G.E.D. Examination. Upon
successful complation of this course, the student will have in-
creased ability in Reading Comprahension and Vocabulary
Skills as applled to (1) Reading Prose, Poatry, Drama {2} Infer-
ring Plot, Selling, Character, Tone, Style (3 inferring Word, Line
Passage Meaning {4) Figurss of Speach (8) Repelition & Sound
Devices (8) Rhythm & Meter {7} G#os‘sary. Practice excerises
are used io sirengthen understanding in these areas, and a
two-hour simutated GL.E.D. interpretation of Literary Maleriais
Examination iz givern.
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GED 404
interpretation of Reading
Sciences

GED 501
Interprefation of Reading
Studies

This course i for the educationally disadvaniaged, and it
iactive is to prepare the student to pass the Interpretatic
Reading Materials in the Natural Sciences section ot the G
Examination. Upon successful completion of this course
student will have increased ability in Reading Compreher
and Vocabulary Skills as appled to {1 Understanding Diagr
Charts, Graphs (2) Biology (3) Chemistry {4) Physics (5) |
Science {6} Definitions of Scientific Terms. Practice exer
are used io strengthen understanding in these areas, a
two-hour simulated G.E.D. interpretation of Reading Mate
in the Naiural Sciences Examination is given.

This course is for the educationally disadvantaged, and it
jective is to prepare the student to pass the inierpreiati
Reading Materials in the Social Studies seclion of the G
Examination. Upon successful compietion of this course
student will have increased ability in Reading Compreher
and Vocabulary Skiils as applied o (1) World History (2)
Histery (3) Economics, Sociology, Anthropoiogy (4) GF
Graphs, Maps (6} Glossary. Practice exercises are use
strengthen understanding in these areas, and a two
simulated G.E.D. interpretation of Reading Materials i
Social Studies Examination is given.
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FARRAGUT HALL
17 N. Farragut Av.
Colorado Springs, Colorado, 80909

Farragut Hall is designed as a student apartment
building and offers living accommodations to young
unmarried females ina safe, respectable and refin-
ed atmosphere. Most of our residents are students
of Blair Business College; however, on a space
available basis, we also accept student nurses,
medical tecnhicians, students from other vocational
schools and/or colleges in the area, and young
employed girls,

Farragut Hall is ideally located in the beautiful
city of Colorado Springs, Colorado. We are directl:
across the street from Blair Business College and
coordinate all our activities with them, We are
only a few blocks from a major medical technology
school and a major school of nursing. We are about
a mile from the down town area of Colorado Springs,
with bus service available a half block away. A
few blocks away is a major shopping center with a
bank, a cafeteria, a large department store, a
theatre, and other small shops and eating places.
Memorial Park and Prospect Lake, one of the city's
major parks, is a half block away, where beaches,
swimming and water sports are available during

the summer months, and where in-door swimming and
lce-skating, tennis, baseball and other sports are
available year round.

Farragut Hall consists of two and three bedroom
furnished apartments, each with its own kitchen and
baths. Each bedroom contains twin beds, double
chests of drawers, and separate study desks. Two
girls are assigned to each bedroom. Residents will
provide their own bed linens (such as blankets,
sheets, bed spreads, pillows, mattress covers) and



1lso towels, dish towels, iron, alarm clock, etc.
Residents may decorate their rooms and apartments
according to their own tastes and desires within
the bounds of reason. Decorations which might be
considered bizarre or in bad taste will not be
permitted, and nothing will be allowed which might
jamage walls or furnishings.

Applications

Application forms for residence in Farragut Hall

are obtainable by writing the manager of Farragut
1all, A copy is also included in this booklet -

vhich may be torn out and submitted, Such applica~
tions forms should be accompanied by a deposit of
50,00, Although applications will be kept on file
vithout this deposit, no reservation can be consider-
ed confirmed until the deposit is received. Such
Jeposit is returnable to the applicant if the appli-
cation is later cancelled, provided such cancella-
tion is received at Farragut Hall, in writing, at
least thirty (30) or more days prior to the effective
date. Upon moving into Farragut Hall, this reserva-
tion deposit is re-classified as a damage/cleaning
deposit, returnable at the termination of residence,
subject to certain conditions., (See "Leases.")

Leases

Leases are desired which will usually ceoincide with
your school contract. Parents (or other adult
responsible for you) will be required to co-~sign
this lease as guarantorg. This is not required in
the case of employed girls making their own living.
A damage/cleaning deposit of $50.00 must be paid
prior to moving into Farragut Hall (See "Applica-
tions") and is returnable when resident moves out
less any amounts due for damage or loss to Farragut
Hall property, and less any other charges which may



have accrued to resident's account, and less a
minimum cleaning fee of $10.00., This amount of $10
will arbitrarily withheld to defray the costs of
major cleaning of the apartment, such as shampoo-
ing carpets, washing windows, cleaning kitchens

and bathrooms, etc., which are in general use by al
occupants of the apartment but which far too often
the individual occupants shirk responsibility for.
This does not waive your responsibility to keep

all rooms neat and clean at all times. (See "Rules
and Regulations.")

Cleaning/damage deposits are not to be used as cred
in lieu of rent, These deposits are held in a sepa
rate bank account, a separate accounting is kept of
them, and final accounting made only at termination
of tenancy. Refunds of damage/cleaning deposits
will be mailed within seven days of termination of
residency to resident's forwarding address. This
delay is necessitated by the fact that the quarters
cannot be properly inspected for damage, loss, etc.
until after the tenant has vacated.

Tenants moving into Farragut Hall in mid-month will
pay one month's rent in advance and will have the
second month*s rent adjusted to the first of the
following month, Thereafter all rents will be duc
monthly in advance on the first day of each and
every month. Rent for this partial second month
and for the possible partial month at the termina-
tion of the lease contract will be computed on the
basis of 1/30th of the monthly rate per day. NOTE:
Partial month payments apply only to these two
months, Tenants moving prior to the end of the lea
contract period in violation of the terms of the co
tract will not be accorded this accommodation,

Rents must be paid no later than the 10th of the

month., PFarragut Hall is your home away from home,
but it is also a business establishment with obli-

3



tions of its own to meet., Tenants who for one
ason or another cannot pay their rent by the 10th
ould explain the reasons therefor to the Resident
nager. Failure to pay rent by the 10th, in the
sence of any explanation to the Resident Manager,
y result in a lock .being placed on your bedroom
or until mutually satisfactory arrangements have
en made concerning payment, Girls going on vaca-
on or on weekend visits home, at the time rents
e due, should pay their rent before leaving.

ragraph 11 of the lease form sets out certain
nditions under which a lease can be terminated
ior to expiration date. These are:

If a resident should suffer serious illness or -
injury which would preclude her continuance as
a resident, upon written verification of a
physician chosen by Farragut Hall. v

If a resident should complete her course of
study and graduate prior to the expiration of
the contract, upon written verification of an
official from the school in guestion.

 Other extenuating circumstances which in the
opinion of Farragut Hall would make it im-
practical or undesireable for a resident to
continue occupancy.

NOTE: Applicant's attention is directed to the
fact that marriage, voluntary dropping out of
school, immoral or criminal actions, or willful,
flagrant and/or repeated violations of the rules,
do not constitute extenuating circumstances under
which the lease may be terminated prior to expir-
ation date, since these are actions which fall
completely under the control of the resident.



Should tenancy be terminated prior to the expiratio:
of the lease period for no legitimate reason, the
balance due under the contract will immediately
become payable in full, or, the balance of the
contract may be assigned to a third party acceptabl:
to the management, which third party is neither a
current resident nor an already recognized applican
for residence. Such third party may then complete
the terms and conditions of the lease as tho' she
were the original signer thereof, except that if su
third party should default Farragut Hall will hold
the original signed responsible for the balance of
the contract. '

Temporary (Non-Lease) Residents

In lieu of leases, residents may wish to be conside
ed as "temporary residents" at weekly rates., Weekl
rates are about 25% higher than the contract rates,
and such temporary residents are not afforded the
protection that residents under lease receive, sinc
if space becomes at a premium temporary residents c
be asked to vacate on a week's notice,

All residents moving in-without bonafide signed lea
will be considered temporary residents and will be
charged the weekly rate, payable in advance, pendin
receipt of the signed lease in our office.

Rules and Regulations

Community living demands that the rights and privil
eges of the individual must defer to the rights and
privileges of the group as a whole, Those of you w
up to now have enjoyed the privacy of your own room
at home, with mother picking up after you, will be

faced with a4 change in your life style, You will

be living in close proximity with other girls and w
as there will be friendship and companionship, ther
must also be a sharing of responsibility. As there



st be rules and regulations in any organized soci-
y, 8o must there be rules and regulations at Farragut
ix.

artments and bedrooms must be kept clean and neat
all times. Clothes must be picked up, beds made,
d dishes done every day. Vacuum cleaners and
g shampooers are available, Containers are locat-
at the rear of the building for trash and rubbish
d garbage disposals are provided in each apartment.
ile general maintenance of the apartment is the
ared responsibility of all residents in the
artment, keeping your bedroom neat and clean is
ur own private responsibility., Leaving beds un-
de and clothes strewn around not only will annoy
ur roommate, but it will embarrass the management
o may have occasion to exhibit the apartment to a
ospective resident. So pick up your own clothes,
ke your own bed, clean the bathroom after using
, Wwash your dishes, and empty your own trash. If
u use the washing machines in the hall, leave these
ean for the next user, The lobby is for all to
joy but please leave it in as good condition as
u found it. Do not leave empty glasses, coke cans,
ndy wrappers, cligarette packages, etc., scattered
ound the lobby. Remember, other girls and their
ests want to use the lobby.

riodic no-notice inspections will be made from

me to time at the discretion of the Resident

nager to insure that the apartments are neat and
ean. The premises must be in order at all times
exhibit to prospective tenants, parents, represen-
tives from the various learning centers, ete,, and
cagsionally bus tours of high school seniors from
tlying districts come through, If on inspection

e Resident Manager finds apartments or bedrooms

t up to standard, she will first ask that the
emises be cleaned up and will set a date for a
cond inspection., If on this second inspection it



is still unacceptable and it should become necess:
to obtain the services of a cleaning woman, the
cost therefor will be prorated among the girls
occupying the apartment, If it is only one girl's
bedroom, of course the cost will be assessed agair
that girl, Girls who move out leaving an especial
dirty apartment may forfeit their entire damage
deposit.

Coin-operated washers and dryers are available on
each floor., Pay phones are also available on eact
floor. Please ascertain the number of the phone
nearest your apartment and give this number to yot
friends and relatives., Incoming long distance cal
must be prepaid. We cannot accept collect calls,
Regidents are requested to confine their converss-
tions to ten minutes. Remember, others may be wai
to call in or out, and someone may have an emerger
call., Private telephones may be installed in your
apartment, if you wish.

Residents are requested to be careful to shut wind
and to turn off all electrical appliances and to

turn down thermostats when leaving the apartment,
Remember, we are in an energy crisis, so let's not
waste energy. Check all lights and the burners or
the stove and be sure all electrical current is of
before leaving the apartment or retiring for the r

No loud or boisterous conduct will be permitted.
TV's radios, record players, etc., will be kept
at tolerable levels at all times. especially when
girls are trying to sleep or study. No shouting c
abusive or obscene language will be tolerated.

No boys or men will be allowed in the apartments.
They are allowed in the lobby until 10:30 P. M,
when they must leave., Residentz will meet their
dates in the lobby. If you have an unexpected mal
caller, the Resident Manager will see that you are



tified, Residents will be held responsible and
countable for the actions of their guests and will
quaint them with the rules with respect to use of
e lobby, curfew hours, etc, Girls coming in from
te dates will bid their escorts goodnight outside
e main door,

sidents may have members of their own immediate
mily ag guests in their apartment, and may also

ve an occasional over-night female guest, provided
u have notified the Resident Manager ahead of time
d obtained her approval. Failure to obtain her
proval may result in such a guest, or her hostess,
ing charged an overnight fee. Such guests are
pected to observe the rules of Farragut Hall as
ough they were residents.

gal age for the consumption of hard alcoholic bever-
es in Colorado is 21 years, Since most of our
sidents are under this age absolutely no alcoholic
verages may be brought into, or consumed on, the
emises., This includes the parking lot, This
striction extends to your guests also, even though
ey may be over 21, Possession and/or use of il-
gal drugs will not be tolerated, No one under the
fluence of liquor or drugs will be admitted to the
ilding, and if found on the premises they will be
ked to leave or the Police will be called.

lness and/or accidents should be reported to the
sident Manager who will get you prompt medical
tention should you desire or require it, Any ex-
nse related thereto will be for the account of the
sident involved, Parents will be notified by long
stance telephone or any serious illness or accident.

itten authorization from your parents is necessary
r you to be away overnight., Your parents may

epare and sign a blanket authorization which will be
pt on file in the office if travel to and from



your home on weekends and holidays is contemplatec
or, in an emergency, specific authority can be
given to the Resident Manager by long distance
telephone. Being away overnight without the know-
ledge and approval of your parents is a circumstar
we cannot assume responsibility for. Any such
instances coming to our attention will be immediat
reported to your parents. Residents must advise 1
Resident Manager when they expect to be away overr
and when they expect to return.

Farragut Hall will assign roommates and apartments
and reserves the right to make changes in such
assignments at any time such are indicated. TFarr:
Hall reserves the right to enter apartments for pt
poses of maintenance, inspection, exhibiting to pr
pective tenants, parents, etec.,, or for any emerger
situation. '

Bach resident will be furnished with a key to her
apartment door. The management is not responsiblé
for lost or stolen articles so keep your apartment
doors locked when you are out, even if it is only
to the lobby for mail. Each resident will also be
issued a key to the outside front door., These arc
special non-duplicateable keys and a $5.00 charge
will be assessed for each key lost., These are iss
to you by number and you must sign a receipt for t
They are to remain in your personal possession at
all times until termination of your contract, when
they are to be surrendered personally to the Resi-
dent Manager, They must not be left in rooms or
given to another girl to turn in for you. Deposit
will not be refunded until keys are surrendered an
rent may be charged for days they are withheld, ev
if the tenant has moved out. No Farragut Hall key
is to be passed to another person or used to allow
unauthorized persons access to the building.



he interest of safety the outside doors, both

t and back, will be locked at all times. In
tion, a burglar alarm system is installed on the
door and is activated at sundown.

ew during week nights is midnight and on Fridays
Saturdays and nights before important holidays
s 2:00 A.M., At curfew time the inside lobby
will be locked, and residents are not allowed
to this inner door. It behooves you, therefore,
@ inside the building before curfew, Of course
gencies do come up and in case you are unavoid-
detained and cannot make curfew you may use the
t buzzer, or you may phone in to the hall phone
est your apartment and arrange for someone to
the inner lobby door. In extreme emergencies
may phone the Resident Manager's private phone,
should be kept to a minimum however. Remember
has been on duty all day and is entitled to an
sturbed night's rest., If all these alternatives
, you may find it necessary to wait in the entry
until thé inner lobby door is unlocked at 7:00
We realize you will not be as comfortable here
ou would be in your own bed, but you will be warm,
ected from the weather, and safe, since only
her resident with a key can unlock the outer door,
places the burden of responsibility squarely on
- own shoulders but we feel that most of you have
hed the age of reason and since you, and only you,
responsible for being out past curfew you, and
- you, should bear any inconvenience this might
e,

he event of misconduct or violation of rules
management reserves the right to revoke curfew
ileges, move residents to different and separate:
\s, or take any other such disciplinary action as
be deemed appropriate, Offenses likely to result
uch action include, but are not limited to:
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l. Violation of curfew,

2, Admitting men to building after hours, -
to apartments at any time.

3. Allowing unauthorized use of keys.
4, Not keeping rooms and apartments clean,
5. Being uncooperative with other tenants.

6. Being away overnight without parents'
permission,

Farragut Hall reserves the right to evict any
resident for immoral or criminal conduct or for
serious breaches of rules, or for any action whi
in the opinion of management constitutes a threa
to the safety and welfare of the other residents
upon one day's notice, Any action considered se
enough for possible eviction will immediately be
brought to the attention of your parents. (NOTE
POSSESSION AND/OR USE OF ILLEGAL DRUGS OR ALCOHO
WILL BE CONSIDERED CAUSE FOR IMMEDIATE EVICTION.

We have taken every measure possible to insure t
Farragut Hall is a home-like, pleasant, respecta
safe and secure place to live. A resident manag
is in residence at all times. In any emergency

situation she can be contacted at any hour, day

night; however, for ordinary situations, such as
complaints, payment of rent, etec., it is request
that you observe the office hours posted on her

which are 9:00 A, M. to 12:00 noon, and 2:00 P,

5:00 P, M.

It is the desire of the management to be as gene
flexible as possible in the operation of Farragu
and in the interpretation of all the rules state
consistent with gocd management policy and the r

11



rivileges of all the residents, If you have
cial problem or request, talk it over with the
ent Manager, Each special case will be judged
s own merits, with allowances for mitigating
tenuating circumstances, and everyeffort will
de to work out mutually acceptable solutions.
ber that common courtesy, consideration of the
s of others, and observance of the Golden Rule,
he paths of living for all of us. Just plain
very day common sense and consideration for

g really are all one needs to make living in
gut Hall a pleasant and rewarding experience.

* % %

time to time it is anticipated that your parents

ther relatives and friends from out of town may

to visit you in Colorado Springs. We regret that

ve no accommodations for this purpose at Farragut
We have arranged, therefore, for our visitors
taken care of at one of the leading motels in

rea at reduced rates. Asg you may know, motel

modationg in Colorado Springs are not only

sive, but scarce, especially during the summer

2., If you have guests coming, please contact

esident Manager who will make arrangements with

ODEWAY INN to extend them their current commer

rate, (NOTE: This commercial rate is only ex~

d if reservation is made thru Farragut Hall.)

AY THN is located at 2409 East Pikes Peak Avenue
ximately seven blocks east of Farragut Hall, with
e nearby and a cafeteria in the shopping center

s the street.
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Farragut Hall is pleased to announce that it has
chartered as a member of the American Youth Hos
The youth hosteling movement is world-wide, and
dedicated to inexpensive, educational travel., I
are located in the U, S,, Canada, and 48 foreigl

Some of these AYH members, of course, are male,
area has been set aside for them at the rear of
first floor, completely separated from the seco:
floor where Blair students are assigned, with I«
doors separating the two areas at night. Secur:
strict and vigilant, and the management of Blai:
ness College has concurred in these arrangement:

During the summer of 1977, our fixst year as an
nember, we were host to young students from all
the world - France, Italy, Japan, Australia, En
israel, the Netherlands, South Africa, Sweden, -
name just a few - who were traveling across the
to see the scenic sights and historic places.

Anyone contemplating traveling during vacation,
in this country or overseas, should ingquire at

office about the benefits of AYH membership,
membership entitles the passheoclder to use the f.
ties of hostels in 50 countries.

Temporary 3-day introductory passes can be purc
for $1,00, to be used only at the hostel of pur
Young people wishing to visit Colorado Springs
up to three days on sight seeing or shopping to
or to imspect the facilities of Blair Business
and the other schools in the area, should keep
in mind.

Also, during certain periods of the year we can
accommodate bus tours of students wishing overn
accommodations. Arrangements in all instances
be made with the management to insure that spac
available.
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TO FARRAGUT HALL

licant states she has been accepted as a student at

the session to

licant certifies that she has read the Rules and Reg-
tions of FARRAGUT HALL and agrees to abide by them.

licant submits herewith $50,00 as reservation deposit
fundable in the event of cancellation, provided no-

> of such cancellation is received in writing at
AAGUT HALL at least 30 days prior to above session.

- — — —_— — —~— — — — — - — e — — ~— — —

licant's Name

Birthdate

ants? Names

dence
{Street) (City and State) (Zip)

Telephone

Occupation

Bank

ify any medical problems, allergies, handicaps, etc.

ou have a government loan to go to school?
ou receive Social Security to go to school ?

Applicant
Father
Mother
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