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SECRETARI AL ARTS - COVMON

OFFI CE PROCEDURES
Senester 1
SPR119-2

OBJECTI VES

1.

Student will understand how a know edge of office pro-
cedures can assist one both in the work environnent

and personal life.

Students will wunderstand the role of office procedures
i n business.
Students will gain an understanding of office procedures

as it applies to both the "traditional" and the "electronic"
of fice.

Students will gain an understanding of the tasks comon to
all offices as well as specific tasks perforned by special -
i zed departnments common to | arge organi zati ons.

AREAS TO BE COVERED:

CHAPTER

1 I ntroduction to Canadian Ofice Procedures

2 Introduction to the Line Ofice

4 Person-to-El ectroni c Device-to-Person Conmunication
5 Per son-t o- Paper-to- Person Comruni cati on: Menoranda
6 Per son-t o- Paper-to- Person Communi cation: The

Busi ness Letter

7 Per son-t o- Paper -t o- Person Conmmuni cation: Reports

8 Records Storage

9 Repr ogr aphi cs
10 Ofice Organization
11 Reception, Sw tchboard and Tel econmuni cati ons
12 The Personnel O fice

EVALUATI ON:
Tests (4 - approx. 1/no.) = 80%
Class Wrk (as assigned) = .20%

*M ssed Tests - downgraded 10 points

*can only be made up if prior authorization has
been obtained from instructor; otherw se, 0%

wll apply.
REWRI TES - there will be no rewites
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OFFI CE PROCEDURES
Senester 1
SPR119- 2

MARKI NG SCALE

85%- 100% )
70%- 84% ) applies to tests and final average
'60%- 69% )

I 0w

bel ow 60% applies to final average only

COURSE STRUCTURE

(1) 50 min. lecture class (lectures/denonstrations/
speakers/fil ns/slidel/video)
(2) 50 m n. back-to-back "hands on" |ab classes

MATERI ALS REQUI RED:

Text :

THE CANADI AN OFFI CE TODAY
Loi se Tar nai
Publ i sher: John Wley & Sons

Working Papers: correlated to above

CGeneral Supplies:

Typi ng Paper (Bond)
Correction Materials (eraser, taperase or correction
fluid)
Oni onski n
Car bon Paper
3-ring note paper
3-ring binder (or section of a |arge one)
Dictionary - check with Canmpus Bookstore for
col | ege-recommended | evel



