Course Qutline

Code No. :

Program

Senest er:

Dat e:

Aut hor :

APPROVED:

SAULT COLLEGE G APPLI ED ARTS & TECGHNCLOGY

SAULT STE. MAR E, ONTAR O

COURSE QUTLI NE

CFFl CE PROCEDURES

GPE 300

CFFl CE ADM N STRATI ON - EXECUTI VE

THREE

SEPTEMBER, 1988

SHEREE WRI GHT

Chai r per son

Revi si on:

Dat e



EXECQUTI VE OFFI CE PROCEDURES - COPE300

TABLE OF CONTENTS

Prerequisite of OPE300 & GENERAL CBIJECTI VES 1
Gading - 2
Texts. 4
Material s 4
(bjective 1 - Attendance 5
(bjective 2 - Rough Draft (Production Speed Buil ding). 6
(bjective 3 - Typing Speed (Straight Copy). 7
(bjective 4 - Travel Arrangenments (donestic & international) |, 8
(bjective 5 - Qfice Finance - Taxation 9
(bjective 6 - In-Baskets (nediumdifficulty). 10
(bjective 7 - Meetings and Conferences 11
(bjective 8 - Filing 13

Attachnent A - Filing (Testing and O assroom Schedul e)
Attachnent B - Academ c Cal endar



EXECQUTI VE CGFH CE PROCEDURES CPE 300

OCOURSE PREREQU S| TES
Prerequisite for CPE300 - OPE200

GENERAL CBJECTI VES

To prepare the student whose career plans include eventual |y working
as a top-notch executive secretary through the introduction of the
primary duties of professional secretaries, including enphasis on the
essential non-technical skills such as decision-naking, the exercise
of initiative, followthrough, working with people and effective
nmanagenent of tine and material s.

To prepare the student to perform as a managenent assistant who
under st ands busi ness operations and techni ques of managenent.

SPEA FI C GBIECTI VES - SEE "UINTS
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The follow ng grading procedure will be followed for OPE300:

TESTS
Meeting - Hem 5%
Meeting - Text (3x5% 15%
Filing (av. Tests) 10%
Travel 10%
Taxat i on 10%
Ansl ey Sinul ations

(1x5% 1x10% 15%
Sub- t ot al 65%
ROUGH DRAFT 10%
CLASS PARTI Cl PATI ON AND
ASSI GNVENTS GENERAL 10%
ANSLEY | N- CLASS 10%
TI MED WRI TI NGS 5%
TOTAL MARK 100%

GDI DELI NES RE GRADI NG

If a student is not able to wite a test because of illness, or a
l egitimate energency, that student nust contact the instructor
prior to the test and provide an explanation which is acceptable
to the instructor (medical certificates or other appropriate proof

may be required). In cases where the student has contacted the
instructor, and where the reason is not classified as an
emergency, i.e. slept in, forgot, etc., the highest achievable
grade is a "C'. In cases where the student has not contacted the

instructor, the student will receive a mark of "0" on that test.
THERE W LL BE NO REWRI TES OF TESTS OR QUI ZZES,

I ndi vi dual segments of the Class Participation and Assi gnnment
final grade are calculated according to the eval uation procedures
listed in the individual objectives for OPE300.

Mar ki ng Deducti ons:

- 5 points for each proofreading, spelling or major format error

- 2 points each for all other types of errors (poor corrections,
al i gnment problenms, word division, mnor format errors)

- 1/2 to 5 points for each punctuation error
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4, Due Dates - 100% conpletion of all assignnments is expected. Any
cl ass assignnent submtted 1-5 days after due date* will be
subject to a loss of 10% of the nmark given the assignnent. No
narI mjll be assigned after the 5th consecutive day the assignnent
islate

"unless a valid reason is provided in advance to instructor and
instructor approval is received or the instructor deens the reason
given after the due date to be a legitinmate basis for

post ponenent .

5 FHeld trips and guest speakers are arranged to supplenent
classroomactivitiess Attendance is nmandatory. |If a student is
not in attendance, then the student will have a choice of either
(a) a loss of 10%of the accunul ative senester nmark (daily worKk)
or (b) preparing a paper relating to the field trip or topic under
di scussion - particulars to be approved by instructor,

GRADE/ NUMERI CAL  EQU VALENG ES

A+ 95%- 100% OCNS| STENTLY OUTSTANDI NG
85%- 94%  QUTSTANDI NG ACH EVEMENT
[0y~ 8% OONSI STENTLY ABOVE AVERAGE ACH EVENENT
BELON 60%  SATI SFACTCRY CR ACCEPTABLE ACH EVEMENT
REPEAT - CBIJECTIVES CF THE QOURSE HAVE NOT BEEN

ACH EVED AND THE COURSE MUST BE REPEATED

O w>

M D- TERM REPCRTI NG

S - Satisfactory Progress

U - Unsatisfactory Progress

R - Repeat (objectives have not been net)

NR - Gade not reported to Registrar's Ofice. This grade issued to
facilitate transcript production when faculty, because of extenuating
circunstances, find it inpossible to report grades by due dates.

OCOURSE QUTLI NE SUBJECT TO GHANGE DEPENDI NG OGN UNFCRESEEN
A RCUVBTANCES.
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TEXTBOOK( S) :

Semester |11

Progressive Filing Practice Set (9th ed*)
Stewart, Scharle, Kahn, 1980 - MG awHill

NOTE: Student will pay the required cost of this itemto the Canpus
Book Shop for which they will receive a receipt with THEIR OAMN NAME
recorded on it. The student will then present this to the instructor
at the first class of the senester and will be given the kit. The
first test on this nmaterial will be scheduled after (6) jobs have been
conpl eted and checked, therefore, it is mandatory that the kit be
purchased prior to that date or the student will not be allowed to
take Test #1. (There are no delayed tests allowed in this segnent of
the course.)

The Meeting WIIl Conme to Order
Central Mchigan University

Pine Tree Resorts
Kowal chuk & Lyons, 1986, Copp dark Pitman Ltd.

Ansl ey House Associates - The Executive Secretary (An office
si mul ati on)
Mci ntosh, Welter, 1986, South-Western (distributed through Gage)

Organi zi ng Busi ness Meetings - Joyce Berezowsky, 1983, Falken
Publ i shi ng

REFERENCE TEXTS ONLY (NOI' REQUI RED TO PURCHASE)

O Contenporary Ofice Procedures
Attridge & Cunnington, 1983, MGawH Il (1987-8 OPC OO 200 text)

MATERI ALS (COMWON TO SEMESTERS 111 & V)

- carbon paper

- typing paper (not corrasable bond)

- newsprint (for file copies)

- onionskin (for distribution copies)

- erasing material (duplex eraser, liquid paper, etc.)
and non-adhesive "Lift Of" tape for typewiter

- manilla file folders (8 1/2" x 11" letterhead size only)
(mni mum 6)
(assignments will only be accepted with a file folder properly
| abel | ed)

- file |abels

- perpetual diary

- Gegg Reference Manual

- 2 doubl e-sided, double density diskettes

- Viork Perfect Reference Manua

- Webster's New Wrld Dictionary, 3rd College Ed. or equival ent
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CBJECTI VE 1:

ATTENDANCE

The student will denonstrate the ability to attend functions during
Senester 111 (exanples listed bel ow and/or provide prior notice wth

just cause or just cause without prior notice.

NOTI CE (prior or post) shall be given to the instructor. |f
pre-notice, instructor wll indicate acceptance or non-acceptance of
cause for absenteesira. Al so, valid post-notice shoul d be supported by
a record of the student's attenpt to contact instructor by one of the
followi ng nethods: in person, by tel ephone (school - 759-6774, ext.
487; residence 779-2925), nessage left with Secretarial Centre, main
swi t chboard operator, or sw tchboard nessage recordi ngf_ device (1-mn.
message nay be left between 5:15 pom - 815 a.m). his will ensure
that student can establish contact 24-hours a day regardl ess of
whether a student is in or out of the city.

APPLI CATI ONS
Qoup I:

tours/field trips/semnars as arranged by instructor
guest speakers, presentations, etc.
- filnms, videos, slide presentations, (in or out of class)

tests

Qoup I1:

EVALUATI ON

Attendance will be nonitored through the use of absenteeismreports in
I nstructor record book.

QGoup I: - any absence w thout authorization or just cause wll
result in the loss of 10%of the total senester
cunul ative mark for class participation and assi gnnents.

Qoup II: - the highest nark assigned to a delayed test will be a
?ml mum "C' to offset the increased preparation time
actor.

- there will be no opportunity to wite tests in advance of
the test day. A student who wishes to wite in advance
will automatically fall into the del ayed test category.
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CBJECTI AN 2:

RCOUGH DRAFTS TO NAI LABLE CCPY (SPEED BU LDl NG

Senester [Il - Gven in-class testing on unfamliar nmaterial of MDD UM
degree of difficulty selected by instructor from PINE TREE RESCRTS,
the student will denonstrate the ability to:

| ocate and handle witten and inplied details

Iocgie and correct spelling errors (dictionaries may be

use

- properly hyphenate (body and Iine-endi ng deci sions)

- organi ze rough draft copy w thout supervision

- prepare and correct final copy of a full range of
correspondence and docunents

- work with proofreadi ng synbol s

- produce copy of neat appearance (no obvious erasures,
snudges, etc.)

- conplete a specified quantity of work in a specified tinme

- Fse_tminking skills to produce acceptable office-standard

nateria

LEARN NG ACTI VI TI ES

READI NG ASSI GNMENT - It is suggested the student review the types of
material found in the text and check out any problens with current
typing or office procedures texts.

EVALUATI ON

Itens assigned will be designated a figure grade (e.g. 10 points).
There is no opportunity to make up mssed rough draft classes.
However, to accommodate illness, etc., one rough draft mark will be
dropped fromthe total senester mark. The final grade obtained, wll
be used to reflect 10% of the grade of the CPE course in both

senest ers.

DEDUCTI ON SYSTEM

O - if proofreading error found in copy (includes spelling errors)
Less 5 points - major format error or proofreading Instruction error
Less 2 points - mnor fornmat error, unacceptable erasure or snudge
Less 1/2 - 5 for punctuation error

Less appropriate deduction for inconplete copy

ESTI MATED TI ME TO ACH EVE:

Approximately (1) 50-mnute period per week (Senesters I11-1V)
12 - 15 periods in total.
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OBJECTI VE 3:

TYPI NG SPEED

The student will denonstrate the ability to type at 50 gross words per
m nute by the end of Semester IlIl and 60 gross words per mnute by the
end of Semester IV on three 5-mnute straight copy timngs with 98%
accuracy or better. COficial testing nust be supervised by instructor
or instructor authorized individual*

Goal s by timef rane:

Senester 11l (md-tern) 47 gwpm w/ 98% accuracy on three attenpts
Senester 11l (end) N 50 gwom w 98% accuracy on three attenpts
Senester IV (md-tern) 55 gwpm w/ 98% accuracy on three attenpts
Senester IV (end) 60 gwpm w 98% accuracy on three attenpts

Not e:

TIM NGS ACHI EVED IN SEMESTER 111 ARE NOT TRANSFERABLE TO
SEMESTER | V.

2. THOSE STUDENTS REQUI RING REMEDI AL TRAINING wi || be assigned speed
and accuracy drills/drill tape prograns by instructor to assist in
attaining the goal. Conpletion of these assigned drills is
mandatory. No further speeds will be recorded if assigned work is
not conpl eted,

3. No in-class practice tinme is available - instructor will try and
find a roomand time for out-of-class group practice. Individual

practice - see Secretarial Centre technician along with instructor
recommendat i on,

EVALUATI ON:

Speed - the total nunber of words or strokes converted to words wil|
be divided by 5 to obtain the gross words per mnute

Accuracy - the total nunber of accurate words typed (total - not per
mnute rate) will be divided by the nunber of words typed.

Exanpl e RE Accuracy: 300 words typed with 5 errors
Accuracy % = 295 divided by 300 - 98.3%

ESTI MATED TI ME TO ACHI EVE

12-15 periods of 20 m nutes each

Note: these timngs are given in 20 m nute-sessions during the 50
m nute rough draft period.

The worl d's FASTEST TYPI ST (1984) according to PS for Professional
Secretaries, Vol. 27, No. 21, Nov, 15, 1984, typed at the rate of
124. 8 nwpm
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OBJECTI VE 4

UNFT 1 - TRAVEL ARRANGEMENTS

G ven an in-class test containing questions and exanples (student wll
be inforned of type of testing format prior to testing), the student
wll be able to interpret and denonstrate the ability to contribute to
the planning that precedes the executive's business trips and the
followup activities required on their conpletion. As well, the
student will denonstrate the ability to research information about
donmestic and international flights, train, bus, and car renta

services so that appropriate choices can be nade.

G ven an in/out-of-class assignment the student will denonstrate the
ability to conplete all the pre, interimand post paperwork (including
cal culations) required for an executive-level trip.

G ven an in/out-of-class assignment as part of a group, the student
wWill prepare a typewitten report, with supporting information,
describing a particul ar aspect of executive travel, i.e., traveller's
cheques, ground transportation, car rentals, airline travel, health

i nsurance, hotel accommpdations, etc.

LEARNI NG ACTI VI TI ES AND APPL| CATI ON

READ: Pgs. 255-277
Contenporary O fice Procedures

LECTURES, DEMOS AND HANDOUTS
CLASS DI SCUSSI ONS
GUEST SPEAKER (IF AVAI LABLE) - LOG REQUI RED

EVALUATI ON

1. Test

2. Log - QGuest Speaker

3. Individual Assignment - pre, interimand post travel paperwork
4. Goup Assignnent - report on one aspect of executive trave

ESTI MATED TI ME TO ACHI EVE

7 periods of 50-m nutes each*
1 50-mnute test period

"does not include student reading and assignnment tine
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OBJECTI VE 5

UNNT 2 - OFFI CE FI NANCE

Gven an in-class test containing questions and exanples (student wll
be informed of type of testing format prior to testing), the student
will be able to:

- interpret federal inconme tax, pension, and U |.C tables and conpute
appropri ate deductions

- prepare and/or file all paperwork for subm ssion of tax, pension and
Uul.C

LEARNI NG ACTI VI TI ES AND APPLI CATI ON

READ. pgs. 542-551
Contenporary Ofice Procedures

LECTURE, DEMOS AND HANDOUTS
PRACTI CE ASSI GNMENTS - as given out by instructor

GUEST SPEAKER (if avail able) -, REVENUE CANADA, TAXATI ON CENTRE,
SUDBURY OFFI CE

EVALUATI ON

1. Test

2, Assignment on Payroll Deductions
ESTI MATED TI ME TO ACHI EVE

5 periods of 50-m nutes each*
1 50-mnute test period

"does not include student reading and assignnent time



EXECQUTI VE OFFI CE PRCX: EDURES CPE 300

CBJECTI VE 6

UNT 3 " INBASKETS (MED UM D FFI CULTY)

G ven In/out-of-class |n-Basket work, the student will denmonstrate the
ability to enploy medium levels of cognitive abilities through the
conpl etion of accurate finished work.

Cognitive abilities include:

- an understandi ng of assigned task

- using previously learned conpetencies in new situations

- gathering facts fromvarious sources and determning course of
action

- judging which data or action is appropriate for a given situation

LEARN NG ACTI VI TI ES AND APPLI CATI ONS

Instructor review and ongoi ng assistance as |n-Baskets are conpl et ed.
Then, feedback after |n-Baskets have been turned in.

Conpl etion of In-Baskets - Ansley House Associ ates '

Students are recomrended to conpl ete the major portion of |n-Basket
work in class so instructor can observe work and nmake |ast-mnute
changes (as is normal in the work environment - onus is on student to
be aware of any changes). Also, renenber that quality of finished
product will be judged. |If nmaterial is conpleted on poor equiprent,
It will be judged that the student assumes this to be business quality
and marks will be deducted accordingly. A mninum nunber of |n-Basket
assignnments nust be conpl eted using Wrd Perfect word processing
software on |BM PC conpati bl e equi prent.

EVALUATI CN

I n-Basket work will be eval uated ﬁer Work Eval uati on Check Sheet(s) in
wor k package and the average of the (5) packets will count 10% towards
final nmark.

ESTI MATED TI ME TO ACH EVE

12 in-class periods plus 15 out-of-class periods maxi mum
1 50-mnute test period*
1 100-mnute test period*

"Testing will be done on the typewiters located in A205.
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CBJECTI VE 7

UNT 4 - MEETI NGS AND CONFERENCES

A ven an in-class test containing questions and exanples (student wil
belfngorngﬂ of type of testing format prior to testing), the student
Wi e able to:

- describe the term "neeting dynamcs" as it relates to task and
process activities, describe the term "groupthink", and explain the
use of hi dden agendas

- describe considerations involved wth pre-meeting plannin?, i.e.,
schedul ing the neeting, notifying participants, the use of proxies,
agenda Freparat|on, and preparation and distribution of mneeting
material s

- describe considerations as they relate to conference and neeting
set-ups - cost, location, environnent, and physical set-up

- outline itens to consider when planning special types of neetings,
i .e., booking accommodations for out-of-town neetings, arranging
hospitality suites, contacting guest speakers, arranging panel
di scussions and organi zi ng synposi uns and tours

- describe neeting managenent principles for |eaders

- outline key conponents of a final set of mnutes and describe aids
used in mnute preparation

- describe the principles of formal "rules of order"” and classify
notions according to purpose and precedence

- describe the difference between a "petition", "reconmendation" and
"resol ution"

- identify the various types of neetings commonly held and explain the
di fference between a "standing" commttee and an "ad hoc" commttee

- describe the three forns of electronic conferencing

LEARN NG ACTI VI TI ES AND APPLI CATI ONS

READ. (O gani zi ng Busi ness Meeti ngs
The Meeting WII Cone To O der

VIEW HEM - MEETING M deo

LECTURE, DEMCS AND HANDQUTS

PRACTI CE ASSI GNMENTS As given out by instructor
CLASS D SOUSS ON

QUEST SPEAKER (if available) - log required
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EVALUATI ON

Tests (4)
Log - Quest Speaker (if avail able)
Assi nnen} - prepare a resolution (instructor wll provide paper

addi tional copi es nust be purchased by student from office supply
store . :
ASSi %nent research a related neeting topic then prepare a

9 notion form

motion and . prepare an agenda and notice of neeting
Assignment _ yecord and prepare mnutes for in-class meeting

Assi gnmrent
ESTI MATED TI ME TO ACH EVE

16 periods of 5Q mnutes each*
4 periods for testing

** does not include student reading and assi gnnent tine
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OBJECTI VE 8
UNNT 5 - FILING

G ven finding and theory questions related to the material found in
the student practice kit, the student will denonstrate a m ni num of
60% conpetency in the follow ng areas:

- al phabetic filing rules

- al phabetic correspondence filing
- subject correspondence filing

- nuneric filing systens

- geographic filing systens

LEARNI NG ACTI VI TI ES

Progressive Filing Practice Set (ninth edition)
Stewart, Scharle, Kahn, 1980, McGawH I

VETHOD OF PRESENTATI ON

- brief overview of rules and guidelines

- provision of additional reference sources

- in-class assistance before and after student has conpl eted
assignnents from the hands-on filing practice set

TESTI NG METHODS
Two types of testing will be used:

(a) Finding Quizzes - student to locate material from own unchecked
files within a specified tine limt

(b) Theory Application - student will be provided with exanples of
itens to be filed and will be required to sort into proper filing
order - or will respond to questions on filing term nol ogy.

(c) Nunmber of questions and estimated testing timne:

TEST COVERAGE AREA FI NDI NG APPLYI NG TI ME
1 ALPHABETI C | NDEXI NG 15 25 12 HR,
2 ALPHABETI C | NDEXI NG 15 25 /2 HR
3 ALPHABETI C | NDEXI NG 15 25 /2 HR
4 ALPHA CORRESPONDENCE ig ig ﬂ% H&
5 SUBJECT CORRESPONDENCE 30( 15&15) 30 U5 IR
7 GEOGRAPHI C 50 35 M N.
8 FI NAL

ESTI MATED TI ME TO ACHI EVE

14 periods of 50 minutes each (including testing)






