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None. The student, however, should bhe

registered in, or completed, an introductory
typewriting courszse.

Reviews ef the processing of information in
the evolution of the business office.
Provides preparaticon for work in todav’s
offices, including an understanding of:

the techniological evolution, office systems,
information processing technology, time
managemant and work ocrganizationm, meetings

and conferences, and arranging business trips
and itinerarias.

The demands placed on administrative
support staff is being redefined in the face

of new technology. You will be prepared to
enter the business office and meet the

challenges provided by increasing changes in
technology.

You will be able to:

1. Describe the evolution of the modern
business office.

2., Understand and apply the principles of
time management, planning and
scheduling.

3. Identify and perform the key elements
of mestings.

d. Understand and apply procedures involved
in making travel arrangements.

Module Assignments and Quizzes 64%
Final examination 36%



OA 121 OFFICE FROCEDURES-COURSE SCHEDULE

SECTIONS A AND B, FALL 1991

DATLES

SECTION A

SECTICON H

September 92-18

Septambar 1%-30

Cotober 1-=10

Cctober 15-24

Oectober 25-Navember &

Hovamber 7=20

Hovemnber 21-29

Decembar 2-10

Module I (GS)
Chapters 1, 2

Module II (DG)
Chapters 3, 4

Module III (GS)
Chaptars 7, 8

Module IV (DG}
Chapters 13, 14

Module V {GS5)
Chapters 9, 10

Module VI (DG)
Chapters 11, 12

Module VII (GS)
Chapter 1&

Module VIII (DG)
Chapter 15

Module IT (DG)
Chapters 3, 4

Module I (GS)
Chapters 1, 2

Module IV (DG)
Chapters 13, 14

Module IITI (GS)
Chapters 7, 8

Module VI (DG)
Chapters 11, 12

Module V (G3)
Chapters %, 10

Module VIIT {DGE)
Chapter 15

Module VITI (G5)
Chapter 146

The final examination date will be set by the Registrar's office.




