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CFFl CE PROCEDURES (EXEQUTI VE) - OPE200 1
Pre-requisites - CPA QO and TYP | O

GENERAL GBJECTI VES;

1. The student will gain an understanding of the processes of
dictation and transcription.

2. The student will gain an understanding of how to obtain
information fromreference books.

3. The student will gain an understanding of word processing
concepts and procedures.

4. The student will gain an understandi ng of secretarial duties
associ ated wi th banking routines and the student will gain
an understanding of financial institutions.

5. The student will gain an understanding of the inportance of
securities and insurance in the financial community.

6. The student will gain an understandi ng of accounting and
payrol | routines i n nmodern business.

7. The student will gain a know edge of how to prepare appropriate
enpl oynment docunentation and to land that first job.

SPEA FI C GBIECTI VES - SEE UNIT GBIJECTI VES

METHCD CF | NSTRUCTI ON

Vi deo Presentations (where applicable and feasible)

Quest Speakers (where feasible)

| mredi at e feedback on student's application of |earning through
text and wor kbook

Practical application of material through in- and out-of-class
use of workbook and/or instructor projects

Feedback on test material designed to inprove quality of responses
on future testing _

I nstructor presentation on text materi al

Bul l etin Boards and "handout" materials




OFFI CE PROCEDURES ( EXECUTIVE) - OPE200

EVALUATI ON:
TESTS
TEST NO. CHAPTER COVERAGE % OF TOTAL GRADE
1 a, 10 20
2 14, i-MN7 20
3 1~ 20: 7 20
4 21, 22 25
PERCENTAGE OF GRADE 85%

*ONLY A PORTION OF CHAPTER W LL BE COVERED

STUDY GUI DES

PART NO. CHAPTERS

1 fi. 10

2 14, eyni

3 19, 20

4 21, 22
PERCENTAGE OF GRADE 15%
TOTAL 100%

1. The highest mark that can be achieved on a delayed test is
a "C" unless the instructor has approved the reason for the
del ay.

2. STUDY GUIDES and any other assigned work where a "DUE DATE"
has been announced - subject to a deduction of 10% of
assi gnnent mark for each day the assignnment is late (not in
by 9 a.m of next day).

3. On assignments and Study Guide subm ssions the follow ng

mar ki ng schenme will apply over and above content marKking:
Proofreading -5
Error (margins, line length, spacing, format, etc.)
"alignnment, centering, indentation and simlar
technical difficulties -2

Poor Corrections iSBSL-" 2 each

GRADI NG SCALE:

fl127"""gP9" %wM * TO%

A 85% - W%

B 70% - 84%

C 60% - 69%

R (REPEAT) - BELOW 60%

Aa- - <AK- AAN .y



CFFI CE PROCEDURES (EXECUTI VE) - CPE200

TEXTBOX:

Contenporary Cfice Procedures by Catherine M Attridge and
Joan Qunnington (1983- MG awH || Ryerson)

STWDY GQJ DE & WORKBOXK;

Projects to Acconpany Contenporary O fice Procedures (authors,
et c*, as above)

MATER ALS:

- notepaper for lecture notes

- typing paper (not corrasabl e bond)

- newsprint (for file copies)

- onionskin (for copies being distributed)

- manilla file folders (8 /2 x 11), m nimumof 3
- erasing nateri al

- carbon paper

OCOURSE DURATI ON
16 weeks at five 50-mnute periods per week
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ESTI MATED TI METABLE

Unit 1 Wek 1, 2 Chapter 8
D ctation and Transcription

Veek 3 Chapter 10
Ref erences and Sources of
| nf or mati on

Test - to be announced

Unit 2 Wek 4, 5 Chapter 14
VWrd Processing Concepts and
Procedur es

Veek 6 Chapter 17
Tel ephone and Tel ecomuni cat i ons

Test - to be announced

Unit 3 Veek 7, 8, 9 Chapter 19
The Banki ng and Fi nanci al

Communi ty

Wek 10, 11 Chapter 20

Securities and | nsurance
Test - to be announced

Unit 4 VWek 12, 13 Chapter 21
Accounting and Payroll Routines
VWeek 14, 15, 16 Chapter 22
How to Land That First Job and
Keep It

Test - to be announced
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Unit 1;
Chapter 8 - DI CTATI ON AND TRANSCR PTI ON

LEARN NG GBJECTI VES:

Gven an in-class test consisting of T/F, fill-in, multiple
choi ce, matching, short essay, and an application el ement, the
student will denonstrate the ability to;

- relate the roles of the dictator and the transcriptionist in
the production of nodern business conmunication _

" be famliar with dictating equi pnent and systens used in
today's offices

- understand proper dictation procedures

- organi ze a notebook and supplies for shorthand dictation
and transcription

- follow good transcription procedures

- know the range of nodern transcription equi pnent and supplies

LEAR M NG ACTI VI TIES!

Text Readi ng: Pgs. 14B - 173
VWor kbook & Text Conbi ned Reading: Pg, 73 & Pg« 174, respectivel y*
d ass Participation: VWr kbook Pgs. 75-94

« STUDENTS WLL RECH VE LEARN NG REI NFORCEMENT FROM WORKBOCK AND
TEXT COMBI NED READ NG AND TNSTRUCTCR FEEDBACK ON STUDY GJ DES
AND WORKSHEETS.  TH S APPLIES TO ALL SUBSEQUENT " LEARN NG
ACTIVI TI ES'



CFFI CE PROCEDURES (EXEQUTI VE) - (CPE200 6

Chapter 10 - REFERENCES AND SCOURCES CF | NFCRVATI ON

LEARN NG GBJECTI VES

Gven an in-class test consisting of T/F, fill-in, nultiple
choi ce, matching, short essay, and an application el ement the
student will denonstrate the ability to:

- use effectively the follow ng kinds of reference books on
English: dictionary, English-1anguage handbook, book of
synonyns and ant onyns, thesaurus, book of quotations, and
secretarial handbook and reference nanual

- recogni ze the content of encycl opedi as, atlases, and gazetteers
and be able to refer to these sources when the occasion arises

- understand the arrangenent and scope of material covered in
various kinds of directories

- exam ne year books, al manacs, and other staranaries to determ ne
the kind of information each contains

- know how to obtain current information by beconing attuned to
the ki nds of sources avail abl e to busi ness peopl e through
specialized libraries

" understand how a library catal ogue functions in card form and
m cr of or m

- explain conputerized bibliographi c searching

- know how to obtain information and be able to assenble this
Information into a coherent research paper

LEARN NG ACTI M TI ES

Text Readi ng: Pgs. 222 - 252

Wr kbook & Text Conbi ned Readi ng: Pgs. 154, 155 & Pg. 253,
o _ respectively
d ass Participation: Vor kbook Pgs. 151 - 154




CFFI CE PROCEDURES (EXEQUTIVE) - CPE200 7

Unit 2:
Chapter 14 - WORD PROCESSI NG CONCEPTS AND PROCEDURES

LEARN NG GBJECTI VES:

Gven an in-class test consisting of T/F, fill-in, nultiple
choi ce, matching, short essay, and an application el enent the
student will denonstrate the ability to:

- know the main concepts of word processing

- understand word processing term nol ogy

- follow the history of the devel opnent of word processing

- describe the features and conppnents_of the different nmachines
and the various equi pnent configurations

- understand what peripheral equipnent is available

- understand the concepts and procedures which lead to efficient
text editing

- describe sone of the nore conmon functions of word processing
machi nes

- care for magnetic nedia and nagnetic storage devices properly

- appreciate the need for systematic storage procedures and
easy retrieva

- understand the procedures followed in a word processing
centre with regard to the organi zati on of input, editing,
out put, and storage

- have sonme know edge of the record keepi ng and work neasure*-
ment that is done in a word ﬁrocessing centre

- know what factors nust be taken into considerati on when a
feasibility study for word processing is conducted

- describe the planning processes that are necessary after the
decision to inplenent word processing has been nade

LEARN NG ACTI VI Tl ES;

Text Readi ng: Pgs. 322 - 345
Wr kbook & Text Conbi ned Readi ng: Pg. 227 - 228 & Pg. 346,

o _ respectively
d ass Participation: Wr kbook Pgs. 225 - 244
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Chapter 17 - TELEPHONE AND TELECOMMUN CATI ONS

LEARN NG GBJECTI VESt

Gven an in-class test consisting of T/F, fill-in, miltiple
choi ce, matching, short essay, and an application el enent, the
student will denonstrate the ability to:

- distinguish between telegramand tel etypewiter exchange
services and expl ain how t hese nessage record services function

- define a conputer comunications system

- describe termnal and network facilities provided by tele-

communi cations carriers _ _
- outline the potential services of an integrated el ectronic

of fice

LEARN NG ACTI M TI ES

Text Readi ng: Pgs, 4 21 - 432

Wr kbook & Text Conbi ned Readi ng: Pgs. 293 - 294 & Pg. 435,
o _ respectively

d ass Participation: VWr kbook Pgs. 289 - 291
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Unit 3;
Chapter 19 - THE BANKI NG AND FI NANO AL COWN TY

LEARN NG GBJECTI VES;

Aven an in-class test consisting of T/F, fill-in, multiple
choi ce, matching, short essay, and an application el enent, the
student will denonstrate the ability to:

- be aware of the range of secretarial duties associated with
banki ng routines

- understand the history of the devel opnent of noney and banking
I n Canada

- recogni ze the inportance of the roles played by the Bank of
Canada, the Inspector General of Banks, and the chartered
banks in naintaining the banki ng system

- differentiate between the functions performed by trust
conpani es and chartered banks

- understand the basic function served by other financial
Institutions, eg, nortgage |oan conpanies, credit unions

- explain, the services offered by chartered banks when they
act as internediaries between lenders and borrowers

- gain a basic know edge of other chartered bank services in
order to utilize these services in the daily conduct of
financi al busi ness

- keep up to date on the potential of automation in financial
activities

LEARN NG ACTI M TI ES

Text Readi ng: _ _ Pgs. 490 - 510
Wr kbook & Text Conbined Reading pgs. 320 - 321 & Pgs. 511 - 512,

respectivel y

A ass Participation: Vér kbook Pgs. 317 - 319
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Chapter 20 - SEQUR TIES AMD | NSURANCE

LEARN NG GBJECTI VES:

Gven an in-class test consisting of T/F, fill-in, multiple
choi ce, matching, short essay, and an application el ement, the
student will denonstrate the ability to:

- understand the inportance of securities and insurance in the
financial comunity

- explain what bonds and preferred and common shares are and
know their roles in protecting capital and increasing income

- gain a basic understanding of rmutual funds and real estate
as forns of investnent

- make security investnents and keep accurate records of these
securities

- define insurance and know how it should neet the purchaser’'s
desi res, needs, and budget

- explain the three common types of insurable risks

- differentiate between whole life, termand endowrent life
i nsurance cover age

- gai n background know edge on the kinds of insurance provided
to busi nesses by general insurance conpanies

- keep accurate insurance records

LEARN NG ACTI M TI ES

Text Readi ng: Pgs. 513 - 527

Wr kbook & Text Conbi ned Reading: Pgs- 335 - 336 & Pg. 528,
o _ respectively
d ass Participation: VWr kbook Pgs. 331 - 335
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Unit 4;
Chapter 21 - AGCCOUNTI NG AND PAYRCOLL RQUTI NES

LEARN NG GBJECTI VES

Aven an in-class test consisting of T/F, fill-in, multiple
choi ce, matching, short essay, and an application el enent, the
student will denonstrate the ability to;

- anal yse business transactions and determ ne increases and
decreases in assets, liabilities, ower's equity, revenue,
and expenses

- format and type financial statenents

- set up, use, prove, and replenish a petty cash fund

- describe the distinguishing features of the various pay

structures

- expl ai n bookkeepi ng, one-wite, and conputerized payrol
syst ens

- understand the requirements of a payroll systemin regard to
preparation of a pay cheque, enployee termnations, enployee
contributions, remttance of deductions, and year end

requi rement s | T
- list the basic forns and files required in naintaining an

efficient payroll system

LEARN NG ACTI M TI ES

Text Readi ng: Pgs. 529 - 552

Wor kbook & Text Conbi ned Reading: Pg. 342 & Pgs. 553 - 554,
o _ respectively
d ass Participation: Wr kbook Pgs, 339 - 342
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Chapter 22 - HONTO LAND THAT FIRST JGB AND KEEP I T

LEARN NG GBJECTI VES;

G ven an in-class test consisting of T/F, fill-in, miltiple
choi ce, matchi ng, short essay, and an application el enent, the
student will denonstrate the ability to:

- determne what areas of business activity represent the
best sources of enploynent for himor her

- have an awareness of enpl oynent standards
- contact and deal w th enpl oynent sources and agenci es

- prepare appropriate enploynment docunentation

- meet enpl oyer standards for appropriate interviewdress and
behavi our

- take the steps necessary to fol |l ow up desirabl e enpl oynent
opportunities

- match personal qualities and qualifications to the require-
nments of a job

- understand the need for a snooth transition fromcollege to

wor k
- have a career plan, and be aware of the need for further
education to keep skills and know edge current

LEARN NG ACTI VI TI ES

Text Readi ng: Pgs, 555 - 589
VWor kbook & Text Conbi ned Reading: Pgs, 355 - 356 & Pg. 590,

o _ respectivel y
A ass Participation: Wr kbook Pgs. 351 - 375







