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FORMAT FOR PROGRAM REVISIONS

BUSINESS EDUCATION, DISTRIBUTIVE

&

VE EDUCATION, AND OFFICE ADMINISTRATION

CHANGES/ Administrative Services and Business Education (ASBED Depart-

ment. Contact person:

APPROVALS

TIMETABLE

Changes to take effect in the Spring 1988-89.

Dr. Virginia C. Demand.

Publish in catalogue

at the first opportunity after passing the Senate.

DESCRIPTION OF CURRICULUM CHANGES

1. Catalogue description (See attached)

Adding:. BE 260 Alphabetic Shorthand Theory
Deducting: °‘BF 363 Transcription

Changing name: BE

BE

BE

BE

131 Principles of Typewriting
to

131 Keyboarding and Document Formatting

262 Shorthand Dictation

to
262 Shorthand Dictation & Transcription

132 Intermediate Typewriting

to )
132 Advanced Keyboarding and Document Formatting

Increasing credit from 2 hours to 3 hours:

BE

131 Keyboarding and Document Formatting (New name)
[not required in program but prerequisite
for BE 132 or demonstrated proficiency—-
required hours not increased]
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the requirements for certi
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15t be Office e hnolagies,
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The College of Business—73

FD12 Pre-student Teaching Fxperience 11 Ish
[ERREN} Student Teaching 12sh
ED142 School Law Ish
Frne Fducational PPsychology Ish
Fram History and Philosophy of Education Ish

FREEELECTIVES:
TOIAL DEGREE REQUIREMENTS: 127

ARKETING/DISTRIBUTIVE EDU CATION MAJOR (B.S. IN
EDUCATION)

The TUP Marketing/Distributive Fducation program is accredited by the National Council for
Accreditation of Teacher Education (NCATE). The program leads to the degree of Bachelor of Science
in Fdue ation and to the certification in Pennsylvania as a mar keting/distributive education teacher/

coordinator.

A student must apply to the dean of the College of Education to receivean initial certificate to teach in
Pennsylvania’s public schoals, Certification to be a distributive education reacher is approved by the
dean of the College of Fdncation when a ctnddent has met all the requirements in professional
education, general education, and marketing/distributive education major courses. The candidate for
certification must also complete successfully the four sections of the Pennsylvania Teacher Certifica-

tion Test.
p/distributive education is designed to prepare students for a professional

pations. Students follow ing this program will be graduated as
Additional certification in business education is

‘The curriculum in marketin
carcer teaching the distributive oecu
teacher -coordinatars of distributive education.
recommentded.,

/distributive cducation combines the satisfaction of teaching with
e distributive area of business-retailing, wholesaling, and
service enterprises. ‘The student who likes the prestipe of teaching, along with the plus values of
warking with business leaders and young people, will find this a challengine and rewarding carecr.
Marketing/Distributive education presents a prom sing future for persons in the teaching profession.
With the recognition of the importance of distribution to our national economy, this vocational field

of teaching is expanding rapidly.

Teaching in the field of marketing
the enjoyment of public relations work inth

RACHELOR OF SCIENCE IN EDUC ATION in MARKETING/
DISTRIBUTIVE EDUCATION

GENERAL FDUCATION: As outlined in General Fducation scction 51
v ith the following specifications:
Mathematics: BELL
Soenl Science: FC121, PCIOT, HITIOM
Science/NMath electives: BE13S
MAJOR: 42
ADI01 Intreduction to Business 3sh
AD21S Introwluction to Pnsiness Law sh
A2 Rusiness and Interpersonal Communications Ish
ADYW CTon 7 | aw Ach
A2 Accommting Principles | 3<h
AL202 Accounting Principles H ish
B2 intermediate Typewriting Ish
DIE:AdL Modern Merchandising i<h
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MAJOR: 15
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ADIO Inteaduction to Business X<h
AD2AS Introd n 1o Business 1 aw Ich
A2 Privese and Interpersonal Conpmusications Xh
ADAT Conspee- " =
MY Adv.K h
Adv.Keyboarding fvonh
A At ._._:_.ﬂzun_._:_e:?m__ & Document Formatti &
AGH? Aveommting Pringiplec 1 I<h
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(ESPR]] Introduction to MIS . Ash
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The College of Business—73

EDni Pre-student Teaching Fxperience 11 I<h
Eidl Student Teaching 12sh
ED2 Schon! Law Ish
Ern Fducational P'sychology I<h
FEY2 Histary and Philosophy of Felucation Ish

0

FREE ELECTIVES:
TOTAL DEGREE REQUIREM FENTS: 127

MARKETING/DISTRIBUTIVE FDUCATION MAJOR (B.S. IN
FNUCATION)

The TUP Marketing/Distributive Education program is accredited by the National Council for
Avereditation of Teacher Fducation (NCATE), The program leads to the degrec of Rachelor of Science
in Fdueation and to the cettification in Pennsylvania as a marketing/distributive education teacher/

conrdinator,

A student must apply to the dean of the College of Fducation 1o receive an initial certificate to teach in
Pennsylvania’s public schools, Certification tn be a distributive education teacher is approved by the
dean of the College of Fducation when a student has met all the requirements in professional
education, general edneation, and marketing/distributive education maijor courses. The candidate for
crntification must also complete cuccesshully the four sections of the Pennsylvania Teacher Centifica-

tion Test,
The curriculum in mai keting/distributive education is designed to prepare students for a professional

career teaching the distributive occupations. Students following this program will be graduated as
teacher coordinators of distributive education. Additional certification in business education is

—?.3:::2:-2_.

ing/distributive cducation comhines the satisfaction of teaching with
ark in the distributive area of business-retailing, wholesaling, and
he prestipe of teaching, along with the plus values of
working with business leaders and young people, will find this a challenging and rewarding career.
Marketing/ Distributive education presents a promising future for persons in the teaching profession,
With the recognition of the importance of distribution to our national economy, this vocational field

o teaching is expanding rapidly.

Teaching in the field of market
the enjoyment of public relations w
service enterprises. The student who libes t

BACHELOR OF SCIENCEIN EDUCATION in MARKETING/
MSTRIBUTIVE EDUCATION

GENFRAL EDUCATION: As antlined in General Fducation section
with the following specifications:

Mathematics: BETT

Sacial Seience: FC 121, PCLOT, [ RIRLAS]

Science/Math electives: BEXIS

MAJOR: 11
ADIOI Introduction to Business
AD235 Introduction to Business Law
AD21 Pusiness and Interpersonal Communications
AT Canemer |aw
AG200 Accounting Principles §
AC02 Accounting Principles 11
W2 Adv.Keyboarding & Document Formatting
DEM L odern Merchiandising




| (OLD PROGRAM)
74 - Indiana University of Pennsylvanin
N
piy Retail Manapement 1sh
Nty Principles oof <ot Jh
DI Superviced Work Fyperience Jeh
IN241 Intrexluetion to MIS Ish
KK 20 Principles o Marketing Ish
Controlled elective:
MK — Matketing elective Ish
OITIER REQVIRIMENTS: k1]
I'rofessional Uducation Sequence }
CMI0I Instructional Medi Xsh
BEYN Methods and | eal in Business Eduention 1 Ish
_.:. 13 Methods and yalin Distributive Fdueation 11 Ish
w i —m:..q 12 Pre stndent Teaching < linical Experience | Ish
! __“._: 12 Pre student Teaching € linical Experience 11 Ish
| [HREREI Stucdent Teaching 12<h
i B I1442 School Law Ish
¥ _ | ARI1> Edueational Peychinlopy Ish
4 FEI02 History Fhilsaphy of Aerican Fdueation Ish
A |
5 _ FREE FLFCTIVES ]
M | i TOIAL DLGRUE REQUIREMENTS: 127

OFFICE ADMINISTRATION MAJOR (Bachelor of “cience Degiee)

] Office Administration is one of the most challenging carcers in businese, industry, and government,
The Office Administiation program is built on a broad generaleducatinn whic ke provides students wilh
a fundamenial understanding of the cociety in which they live and work, The preeram strives (0
develop the student's knowledpe of the functional areas of brviness (accounting, finance, and
:::._. eting), the behavioral sciences, the management seiene: s oo the sysfems approach to preblem
i n:_::__.,. ‘.f_ intepral part of cach student’s program is an intensive study of office administiation
| emphasizing the decision-making aspect of office activities and giving in depth experiences required
for an understanding of the total office systemn and its relationship to the ol husiness and cconomic
system,

Uipon completion of the office administration program, gradiates will be able to pursue carecrs as
administrative assistants in business, industry, and government; -« olfice manmapers and supervisors; as
reconds managers and administrators, vnd as information processing consultants,

BACHELOR OF SCIFNCE in OFFICE, ADMINISTRATION
i GENERAL EDUCATION: As ontlined in General Educatinn cection 52
i with the follocving specifications:
1N > Mathematics: BELLL
: Social Seience: BO121, PClol
Seience/Math clectives: MA214
MAJOR: 36
Required cources: Business Adoninisteation €Core .
AD235 Introduction tey Bosiness | aw I
ADI2I Business and Interperzonal Communications 1h
AG0L Accountine Principles | h
Ad M) AT frrirrind 1 7
M5 . 1

The College of Business—75

EC122 Principles of Fconomics 11 3ch
Qn21s Piciness Statistics Ish
IM24) Introduction to MIS Ish
F1310 Finance Ish
OQR/MGIE0 Management and Production Concepts Ish
MG Human Rehatjor in Orpanizations Ish
MKI20 Principles of Marketing Ish
OTHER REQUIREMENIS: Office Administration n
ADAI12 Administrative Office Services Ish
ADAL} Information Processing Technology 3sh
ADALS Recoids Administration Ish
AD40 Office Systemrs Xh
nEL2 Interinedint = Typing I<h
BEZTS information Processing Applications Jsh
BI:264 Office i"1ov ~clures J<h

Rusiness Electives fich

. 9
TOTAL DEGREE, REQUIREMENTS: 124

FREF.ELECTIVI

ASSOCIATE OF ARTS DEGREE

Offering specialization in computer andl office information systems(COIS), the Associate of Arts
Degree in Business is designed to bea two year curriculumwith these objectives:

1. To provide business occnpational education with the opportunity for specialization in €€ IS,

2. To enable the student to enter COIS positions in business and government.

1. To enable the student 1o nperade his/her skills and knowledge to qualify for higher positions in

husiness and government.

ASSOCIATE OF ARTS in BUSINFSS

GENERATL EDUCATION: According to the following specifications: 16
English: FN101, EN102
Sacinl Science: EC101 or EC121, PC101
Social Science or Hlumanities elective: 3sh additional

MATOR: Business (Associate) Core n
Required courses:
BEL Foundations of Business Math 3h
BEI Principles of Typewriting 2:h
ADIOI Introduction to Business 3sh
AD235 Intraduction to Business T aw 3sh
AD221 Nusiness Fechnical Writing 1sh
250 Flectronic Office Procedures 3<h
AG2201 Acconnting Principles | Ish
AG2202 Acconnting Principles 11 Ish
11220 Fseentials of Finance 3h
INT241 Introduction to MIS h
IN24S Introduction to Microcomputers Ish
OITHER REQUIREMENTS:
Computer and OFhce Spect hzation: (Funxsuiaswney a TOnE CAmMpiisy iz
IM251 < Systems Analysis and D | 1sh
Ini255 Rusiness-Applications in COH 1. Ash
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(NEW PROGRAM)

74 - Indiana Ulniversity of Peanaylomia The College of Business—75

[BIERR I Retail AManagement Ish FC1n Principles of Feonomics 11 Ish
P Principles of Selling I<h Qn21s Business Statistics Ioh
IRURE Supervised Wenk | sperience Ish IN241 Introduction to MIS Ish
(AR ARY Introduction tn 2 1% . I F13o Tinance Ish
hS I I"rinciples of Mk eting, 1h ON/MGWO  Management and Production Coneepts Ish
Contpolled elective: MG Human Belowior in Organizations Ish
MK - Marketing clective Ish MKI20 Principles ol Markceting Ish
| .
O REQUIREMENTS: o OTHER REQUIREMENTS: Office Administration n
: Frote sional Education Seqnuence ADAI2 Administrative Office Seivic Ish
i CAMID] Instructional Media I<h AD tniformation Processing Technology Ish
_ i it Metheds and Eaval in Rusiness Education 1 Ish ADALS Records Administration 3sh
, [RIRIR] Metiods and Fvalin Distributive Fdueation Vi lsh ADII0 Office Systems Ish
" D22 Pre studemt _”au__w n( _. ‘t._ _ ,_a_mn:cq_ Ish BE132 uwa»a.ﬂm%w.omn.n_\.._..:m & Document Formatting Ish
,v [ERRR DS Pre-student Teaching Clinieal Experience 11 Ish BI:274 Information Processing Applications Ish
_ i [RAR] Student Teaching 12<h Bl 264 Office Procedures I<h
i School T aw Ish Business T lectives fish
1 | Lran Educational Psychology Yeh
! _ FE02 History and Philosophy of American Tdueation Ish FREE FLECTIVES: 9
t | TOTAL DEGREE REQUIREMENTS: 124
: ! FREEVLECTIVES ]
! ! . TOIAL DEGRFE REQUIREMENTS: 127 ASSOCIATE OF ARTS DE( REFE,
! OFFICE ADMINISTRATION MAJOR (Bachelor of Selence Degree) Offcring specialization in computer and office information systems(COIS), the Associate of Arts
i Degree in Business is designed to be a two-year curriculumnwith these objectives: o
" Office Administiation is one of the most chaiierging careers in business, industry, and povernment. 1. To provide business occupational education with the opportunity for specialization in € OIS.
i i The Office Administration progiam is built on a broad general education which provides sindents with 2. To enalle the student 1o enter COIS positions in husiness and government. o
,d : a fundamental wnderstanding of the socicty in which they liv - and = ok The proprane st 1. To enahle the student ta npprade his/her skills and know ledge to qualify for higher positions in
. develop the student’s knowledpe of the functional areas ol business Grconmting, finance, and business and government.

mmketing), the avioral sciences, the management scieneres, and the systems approach 1o problem
solving. An inteeral part of each student’s program is an intensive study of office administiation -
i emphasizing the decision making aspet of office activitics and glving in depth experiences required ‘

A for anvnderstanding of the total office system and its relatinnship to the total business and economie
i systen. " ’ _ ASSOCIATE OF ARTS in BUSIN ISS
| Upon completion of the office administeation program, giadiates will be able to pursie carcers as GENERAL EDUCATION: According to the following, specifications: 16
i h administrative assistants in business, industry, and government; as of fice managers and super visors; as _mzm_mnr m‘Z::_ ._.MZ__.N . =
141 records managers and administrators, and as information processing consultants. Sacial Science: EC101 H:.-.._a 121, PCI01 B
m : Social Science or Humanitics elective: 3sh additional
fi e G T T T e R MAJOR: Business (Associate) Core n
] Required courses:
: BACHELOR OF SCIENCE in OFFICE ADMINISTRATION HET Foundations of Business Math W,,,__‘
BEL3 n
NERAL EDUCATION: As ontlined in General Education section 52 AD101L Introduction to Business 3<h
« With the following specifications: AD21s Intraduction to Business [ aw 3sh
D Mathematics: B 111 A221 Business Technical Writing Jsh
Social Science: BC121, PCI0T BIE250 Electronic Office Procedures Ish
SeiencesMath electives: MA214 AG201 Accounting Principles | Ish
AG202 Accounting Principles 11 Ish
MATOR: 36 1220 Fssentials of Finance 3sh
i Required o ses: Business Administration Core IM241 Introduction to MIS 3sh
AD21S Introduction 1o Nusiness Law I<h IN245 Introduction to Microcomputers Ish
A2 Business and Interpersonal Communications I<h
AG2010 Acconmting Principles | I<h OIUED DEOUIREAMUNEG,
NETa0e Accontig Vonapies 1 Yh Compnter and Office Specialization: (Punysutawney and Armstrong campus) 12
[SIRELL Nusiness PPoliey Ish {NE2S) Pusiness Svatems Analysis and D ish
IM2SS Business Apphications in COBOL Ash




OLD PROGRAM
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Administrative Serivices and Business Education Department
OFFICE ADMINISTRATION ADVISEMENT SUMMARY SHEET

D COURSES - 13 credits

COURSE TITLE CR. GRADE
EN 101 English I 4
EN }02 |English II 3
EN 201 |English III 3
AH J01 |Intro. to ‘Art OR 3
MU L01 |Intro. to Music OR 3
TH 101 [Intro. to Theater 3
o
M ;TTES - 6 credits
l . x 3 "
2. 3
NAT%RAL SCIENCES - 14 credits
BE 111 |Found. of Bus. Math 3
MA 214 Prob. & Stat. for Bus. 3
Laboratory Science I 4
‘Uaborato—y Science II 4
]
SOCIAL ﬁ CIENCES - 15 credits
EC ipl [Przn. of Economics I 3
PC 1D1 1General Psychology 3
1. o 3
2. ? 3
3. | 3
HEALTE l PHVS., EDUC./POYTC - * credits
|
MS 1p1 Military Science I 2
MS 1p2 Milicary Science II 2
= OR
EP 1Pl Health 2
BP thszcal Education 1
?hys1cal Education 1
\
F ELICTIVES - 9 credits
1, 3
2. 3
3. 3
1

TOTA

#GE#ERAL EDUCATION - 52 credits

i

o

BUSINESS CORE - 36 credits

COURSE

EC
AG
AG
QB
AD
™
FI
MG
MK
AD

122
201
202
215
235
241
310
311
320
321

MG/or

QB
MG

360
495

TITLE

Q
o

T e

Prin. of Economics II
Accounting Principles I
Accounting Principles II
Business Statistics
Intro. to Business Law
Intro. to MIS

Finance

Buman Behavior in Crgan
Marketing

Business and Interp.
Communications
Management and
Production Concepts 3
Business Policy

WWwwLwLLWLWLWW

w

MAJOR AREA REQUIREMENTS - 21 credits

BE 132 Intermediate Typewriting 3

BE 274 Info. Processing Appl. 3

BE 264 Office Procedures 3

AD 412 Admin. Office Services 3

AD 413 Info. Proc. Technology 3

AD 415 Records Administraticn 3

AD 420 Office Systems T3
MAJOR AREA ELE "IVE* - 6 credic

{Must have approval of adviscr and must
be Coliege of Business courses)**

)

HUMAN

oW

ITIES, SOCIAL SCIENCES, AND

LABORATORY SCIENCES ARE LISTED ON SECOND
sheet.

*A three or six-credit Office Admin.
internship is recommended (AD 493)

%% A signed Major Area Elective Adviser
Approval Form must be obtained from
the student's advisor. Trnis form
must be in student's folder Zfor
graduation approval.

Revised 5-12-88
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| OFFICE ADMINISTRATION
i
! First Semester Second Semester
EN||101| English I ) 4 EN 102 English II
, Laboratory Science I 4 Laboratory Science II
AH|{101| Introduction to Art OR BE 111 Foundations of Business Math
MU ;01 Introduction to Music Social Science Elective
TH|[i01| Introduction to Theater BE 274 Info. Processing Applications
FA[{101 Intro to Art/Music/Theater 3 ~ MS 101 Military Science II_OR
BE||132; Intermediate Typewriting -3 - HP ___ Physical Education
MS|(101! Military Science I OR
HP|| | Physical Education 1
‘ 15-16
. Third Semester Fourth Semester
o
AG|RO1 | Accounting Principles I 3, AD 235 Introduction to Business Law
PC 101 | General Psychology 3 AG 202 Accounting Principles II
EN|201 | English IiI 3 EC 121 Principles of Economics I
: Bumanities Elective 3 BE 264 Office Procedures
MA [R14 | Prob. & Statistics for Bus 3 QB 215 Business Statistics
HP |10l | Pers. & Community Health _2
1 15-17
Fifth Semester Sixth Semester
EC |122 | Principles of Economics II 3 AD 321 Bus. & Inter. Communications
 Social Science Elective 3 AD 415 Records Administration
FS [B10 | Finance 3 AD 413 Info. Processing Technology
AD %12  Admin. Office Services 3 MK 320 Marketing
IM 241 | Introduction to MIS 3 MG 311 Euman Behavior in Organization
15
 Seventh Semester Eighth Semester
‘ .Elec:ive 3 AD 430 OCOZIfice Systems
MG [56C | Mgt & Production Concepts 3 G 495 Business Pclicy
o ' Major Area Elective 3 Elective
® | Major Area Elective 3 Elective
Social Science Elective _3 Humanities Elective
| 15
|
*An||0ffice Administration Internship is recommended.
|
|
Revised|May 12, 1988
|

l»—-Nuuubw

| nd
PN
]
—
0o

(=)

u-'uwuuu

[

uJu:u:u:u:xu

[
U'Iw WL WwWw



L

-
2

116
346
358
359
371
101
301
PH||100
PE||101
PH(|110
PE|p21
PH|p22
PE |23

éEQEEEEE

NATURAL SCIENCES (8 credits) -- any, sequence from the following

ANI&IES (6 credits)

g? Language (2 courses in sequence, any level)
115

Art of Western Man to 1200 AD
Western Art: Renaissance to Baroque
Contemporary American and British Poetry

\Modern American Fiction

Black American Literature

The English Bible as Literature

History of Civilization I

Music History I

Introduction to Religion

General Logic: Methods of Critical Thinking
World Religions

Symbolic Logic

Ethies

Philosophy of Art

L

BI |103-104 General Biology I and II
CH |§111-112 General Chemistry I and II

GS |101-
GS |L21-

PY [J11-112 Physics I and II (with accompanying labs)
SC (105-106 Prysical Science I and II

Note: §C 105-106 (Physical Science I and II) may be taken with either course
%'cou.se is in no way a prerequisite to the other.

|

lIntroductzon to Anthropology
General Administration of Justice
World Geography

Geography of U.S. and Canada .
Cultural Geograohy

Eistory cf Civilizaticn I
HBistory of U.S. and PA II

world Politics

American Politics

Principles of Sociology
Contemporary Social Science

103 Earth Science I and II (with accompanying labs)
131 General Geology I and II (with accompanying labs)

'CIENCES (15 credits including EC 121 and PC 101, which are required)

0
"
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o
NEW PROGRAM

e/

N

i Administrative Serivices and Business Education Department
‘ OFFICE ADMINISTRATION ADVISEMENT SUMMARY SHEET

B
O
=
-

COURSES - 13 credits

COURSE TITLE CR. GRADE
EN J01 |English I 4
EN Jl02 |English II 3
EN R0l |English III : 3
AH J01 \Intro. to Art (R 3
MU 101 |{Intro. to Music OR 3
TH )01 |Intro. to Theater 3
|
NITIES - 6 crecits
|
1. 1l 3
2. 3
|
NATURAL SCIENCES - 14 credits
BE .yl ‘Found. of Bus. Math 3
MA 214 |Prob. & Stat. for Bus. 3
' |Laboratory Science I 4
| |Laboratory Science II 4
SOCTAL Tczmczs - 15 credits
}
EC 121 Prin. of Eccnomics I 3
?C 101 |General Esychology 3
1. 0 3
2. 1 3
3. 1 3
!
EEAUTE & PEVS. EDUC. /ROTC - 4 credits
MS 101 Military Science I 2
MS 102 Military Science II 2
\ OR
EP 101 'Health - 2
2134 Physical Education 1
Physical Education 1
TRE mTcrrvr:s - 9 credits
i
1. 3
2. 3
3 3

TOTAL GENERAL EDUCATION - 52 credits

BUSINESS CORE - 36 credits

AD 321 Business and Interp.

COURSE TITLE CR. GRADE

2C 122 Prin. of Economics II 3

AG 201 Accounting Principles I 3

AG 202 Accounting Principles II 3

QE 215 Business Statistics 3

AD 235 Intro. to Business Law 3

IM 241 Intro. to MIS 3

FI 310 Finance 3

MG 311 Human Behavior in Organ 2

MK 320 Marketing 3 .
Communications —_

MG/or Management and

QB 360 Production Concepts 3

MG 495 Business Policy 3

MAJOR AREA REQUIREMENTS - 21 credits

BE 132 advanced Kevhoarding & Dccument Formattine 3
BE 274 Info. Processing Appl.
BE 264 O0ffice Procedures

AD 4312 Admin. 0ffice Services
AD 413 Info. Proc. Technology
AD 415 Records Administration
AD 430 Office Systenms "

LLLLWW

M4SOR ARFA ELECTIVE® - 6 credits
(Must have approval e advisor and must
be College of Business courses}*%

L) W

O 2

H ITIES, SOCIAL SCIENCES, aND
LABORATORY SCIENCES E LISTED ON SECOND
sheet.

*A three or six-credit Office Adnin.
internsnip is recommended (AD 493)

*% A signed Major Area Elective Advisor
Approval Form must be obtained from
the student's advisor. This ferm
must be in student's folder fer
graduation approval.

Revised 5-12-88
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PROGRAM

|

l First Semester

CFFICE ADMINISTE

EN {101 | English I 4 EN 102
1 Laboratory Science I 4
AH |}01 | Introduction to Art OR BE 111
MU |101 | Introduction to Music
TE |101 | Introduction to Theater BE 274
FA {101 | Intro to Art/Music/Theater 3  MS 101
BE 132 adv, Keyboarding & Docun.Format- 3HP ___
MS 101 | Military Science I OR ing
EP || Physical Education 1
. 15-1¢
{Third Semester
AG Lél Accounting Principles I 3- AD 235
PC 301 |General Psychology 3 AG 202
EN P01 |English III 3 EC 121
. |Humanities Elective 3 BE 264
MA fl14 [ Prob. & Statistics for Bus 3 QB 215
HF [0l 'Pers. & Community Health _2
o 153-17
Fifth Semester
l
zC 122 IPrinciples of Economics I 3 AD 321
‘Social Science Elective 3 AD 415
Finance 3 AD 413
Admin. Office Services 3 ME 320
Introduction to MIS 3 MG 311
15
Seventh Semest=ar
Zieczive 3 AT 430
‘Mgt & Production Concepts 3 MG 485
Major Arez Elective 3
‘Major Area Zlective 3 -
|Social Science Elective 3 —
. i5

Revi%%d

|
|

May 12, 1988

U

L ahalat &
PSR

Second Semester

English II

Laboratory Science II
Foundations of Business Math
Social Science Elective

Info. Processing Applications
Military Science II_JR
Physical Education

17-

Four<h Semester

Introduction to Business Law
Accounting Principles II
Principles of Economics I
0ffice Procedures

Business Statistics

Sixth Semester

Bus. & Inter. Communications
Records Administration

Info. Processing Technology
Marketin,

Human Behavior in Crganization

Semestar

Z:gnth
CfZice Svstems
Business Policzy
Elective

EZlective
Humanities Elective

|
Office Administration Internship is recommended.
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\
HUMANITIES (6 credits)
Fo 1gnnLanguage (2 courses in sequence, any level)
AR 115 Art of Western Man to 1200 AD
AH 16 Western Art: Renaissance to Baroque
EN B&46 Contemporaty American and British Poetry
EN (58 Modern American Fiction
EN 859 Black American Literature
EN 171 The Unglish Bible as Literature
I 101 Eistory of Civilization I
MU 301 5..:1» History I
PH ]CC Introduction to Religion
PH §C! General Logic: Methods of Critical Thinking
PH 10 World Religions
PE 71 $ynbol.c Logic
PH §22 Ethics
PH 23 Phl osophy of Art
NATUR JSCIENSES (8 credits) -- any.sequence from the following

[}
]

4 General Biology I and II

2 General Chermistry I and IT

3 Earth Science I and II (with accompanying labs)

1 General Geology I and II (with accompanying labs)
2 Physics I and II (with accompanying labs)

6 Physical Science I and II

O O
VT N S A e V)
1 )

3C 105-106 (Physical Science I and II) may be taken with either course
one |couzse is in no way a prerequisite to the other.

\

CIENCES (15 credits including EC 121 and PC 101, which are required)

L2 Geograpny of U.S. and Canada
B0 Culitural Geograrhy

D2 Eistery of Civiiization II
D4 Eistery of U.S. and PA II

01 World Politics

American Pclitics

51 iPrinciples of Sociolegy

D1 ’Contempora*y Social Science

AN 110 |Introducticn to Antn:ooology
CR ipl (General Administration of Justice
GE 101 Worlé Geography

y
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“oministrative Servizes anc Business Educat:isn Depariment A

~
CURRICULUM IN BUSINESS AND MARKETING/DISTRIBUTIVE EDUCATION ’LJ’-
\

EEWERAL EDUCATION (regui-ements are attached) SZ2 crecits
I?ESS REQUIREMENTS 27 crs. PROFESSIONAL EDUCATION REDUIREMENTS 2°--2C cre.
_AD 101 Introduction to Business R EP 302 Educational Fsvchology 2
__Jl_B% 132 Intermediate Tvpew-iting 3 _____FE 302 Historv ang Pnilosophv
AG| 20! Accounting Principies 1 3 of American Eoucation 2
_AG| 202 Accounting Principles II 3 _____CM 301 Instructional Mecdia 3
_AD| 235 Introouction to Business Law 3 _____ED 441 Stugent Teaching 12
_AC 321 Business and Interpersonal ED «42 Schoal Law i

_DE
1

Communications
Frinciples of Selling

y W

24e

Pre-Student Teaching
Experience 1

|
|
Hlaqz Introduction to Management —____ED 342 Pre-Stugent Teaching
| Information Systems’ 3 Experience 11 1
LAD\EE7 Consumer Law 3 _____BE 311 Methods and Evaiuation
— ir Business Educatior 1 2
I ||| EMPLOYMENT VERIFICATION _____BE 312 Metnoos and Evaluation
i EFO h?urs work experience for Business E&d. in Business Ezuczeticn 11 2
| a;crs mangatec by P& Dept. cf Eoucstion. OR ‘
i ‘ _____DE &!Z *etheoe enc E.&..etion An
Mkzg/Dist Ecucation 1-3
0F CERTIFICATION 1E crs.
grsins/0€f1ce Tecnnelocies Sezrepta-igl/0““ice “echnc.gciec
27 Infprmetion Prozessing _____BZ 274 Information Prcocessing
ficciicetions ic ~czlizetions C
AG| 301 Intermeciate Accounting I & _____BE g&! Sncrthand Theory 3
. EZ|Ze~ Cf¥ice Preoccecures z _____BE 2&2 Sno-tnanc Dicietion 2
(ATl «21 Fezsrel Taxes S _____EZ 3e3 T-amszriotion z
dzzpurting Erective: z _____BET Béw C¥Tize Proceoures z
{2sllezz) Only One’ _____ARD 4.2 Infc., Processing Tezh. 2
Azl ez ausiting iE
[£3] 2.1 Jo2s% Szzzurmiitg Mr-vgTies
|&#3| 307 manzgeE-lel AIZIouniing .
l Frzz Zlecztive : M 220 Merketing I
‘ ?E TT7T 7oz 23: mMzze-r Mercrancising 2
[ :::::SE I3 =eteil Menagemen:
—.‘ by - s Weem s mwe mim=—s . K3
C-rrgeg -z TFFize Ter--cizoiec e e-weti-z Ziective z
| L MevxeT:ing T.EITivE ?
_ SI| 2% infe-metiorn P-poessing Az, S e Free Zieztive :
£Z 301 Irse-meciate AZzoenting I 2 1E
EE!E:A 0*¥ize =rocegu-es Ic
+IM 25 Bus. Svstems Anelivsis
nz Des:ign s
Svetems Teznnclogy z c
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PART 1.

NEW COURSE PROPOSAL

BE260 ALPYUABETIC SHORTHAND THEORY/DR. VIRGINIA C. DEMAND

Addition of BE260 Alphabetic Shorthand Theory
to replace BE363 Shorthand Transcription

ASBED DEPARTMENT

Contact Person

Dr. Virginia C. Demand



