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Office Procedures

INSTRUCTORS:  Kelly Couller OiTwee: C2 14
E-mail: keoulteriagpre.ab.ca
lice Mours: Tuesday & Thursday 100 — 2:30 p.m. or by appointmem

Sharron Barr Otfice: C411
F-nwmil: barpiogprg ot <
Office Hours: Monday - Friday | 130 a,m.- 100 p.m, of by appomiment,

Evans Forysih Office: (C415
E-mail: torsyvthicepre ab ca

Office Hours: Monday — Friday 9:00 - H0:00 a.m, or by appointment
NOTE: This course is team-taught,

TEXT: Admimstrative Procedures for the Canadian Office 5™ Edition, Kilgour.
Lauralee. Scarbourough, Cnt., Prentice Hall

Applied Hu 1 An Organizational and Skill Development
Approach, Benton, Douglas A, Toromo, Om. Prentice Hall

Ouick Filing Practive 3™ Canadian Ediion, Stewart, Jeffery. McGraw-Hill
Ryerson

PREREQUISTE:  None

COURSE Reviews the processing of information in o business office. Provides

DESCRIPTION: preparation work in today's othee by iitroducmg otbees svstems, business
commumeation systems. intormation processmg technology and
procedures, Prepares studenis to become more sensiive and sell-
conditioned in order o enhanve chances ol o sucecssful coreer planning.




