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EXECUTIVE OFFICE PROCEDURES nPE ACif)..
Conrae Number Course™umber

COURSE PREREQUISITES:

Prerequisite for OPE300 - OPE200
Prerequisite for OPE400 - OPE300

GENERAL OBJECTIVES

To prepare the student whose career plans include eventually woddng as a tcp-notch
executive secretary through the introduction of the primary duties of professional
secretaries, including emphasis on the essential non-technical skills such as decision-
making, the exercise of initiative, follow-through, working with people and effective
management of time and materials.

To prepare the student to perform as a management assistant who understands business
operations and techniques of management,

SPECIFIC OBJECTIVES - SEE "UNITS'
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EXECUTIVE OFFICE PROCEDURES - COFE 400  (1986-7) PG. 1

GENERAL STATEMENTS

ASSIGNMENTS

DUE 100% completion of aH assignments is expected. Any class assignment

DATES submitted 1-7 days after due date* will be subject to aloss of 20% of the
mark given the assignment. No mark will be assigned after the 7th
consecutive day the assignment is late.

IN-BASKETS - 4TH SEMESTER ONLY

FIRST SUBMISSON: "S' - Satisfactory
"C" - CocrectablLe
*T" - Unacceptable or Incomplete

No grade will be assigned until second submission - Precedent Binder. However, if items
are missing from any Ih-Basket, the second submission grade of 10% for the binder will be
reduced by 1%; if the complete In-Basket is late, a 2% reduction will af*y (THESE %
REDUCTIONS APPLY TO EACH LATE APPLICATION. PARTITIAL IN-BASKETS WILL HAVE
THE REDUCTION PRORATED ACCORDINGLY.)

SECOND SUBMISSION: A percentage wiH be assigned subject to any reductions as noted
under "FIRST SUBMISSON." If the Precedent Binder is not received on the due date* the
student will receive a 2% reduction for each day late from the 10% binder grade.

Examples of type of errorCs) which could resultin a "C" or 'T"

1. Errors such as -
(& misspelled words
(b) punctuation errors
(¢) unacceptable erasures
(d) incomplete documents .
(e) formatting errors? lack of professionalism in setups
(f) proofreading errors
2. Reversal of addressee/sender.
3. No or incorrect copies or attachments.
4. Incorrect calculations, dates, etc.
5. Construction errors of a serious nature in compostion structure.
6. Not properly labelled and submitted.

*unless a valid reason is provided in advance to instructor and instructor ~jproval is
received or the instructor deems the reason given after the due to be a legitimate basis for
postponement.




EXECUTaVE OFFICE PROCEDURES - -QPF 4nrr-~ (1986-7) PG. 2

The following grading procedure will be fdUowed for OPE300 and OPE400:

OPE300 OPE400
TESTS (4): TESTS:
Meeting - Hemi T Ih-Basket 1 - SuU
In-Basket 2 - 5%
In-Basket 3 - 10%
Meeting - Text - (3x5%) 15% Ir>-Baslcet 4 10%
Filing (av. tests) 10% In-Basket 5 10%
Direct Mail 5% Ih-Basket 6 10%
Travel 10% In-Basket 7 10%
Taxation 10% Decision-Making #1 5%
Ans|ey Simulation 15% Decision-Making #2 5%
Sub-total 70% SubHxFtal 65%
ROUGH DRAFT 10% ROUGH DRAFT S
CLASS PARTICIPATION CLASS PARTICIPATION
& ASSIGNMENTS 15% & ASSIGNMENTS 10%

-Travel BiMer, Travel Cheques, liic.
Tax Pkg., Meeting/Conf. Binder, Logs,
etc. as listed in. objectives

DIARY - to be maintained but mark recorded in Semester |V 5%
TIMED WRITINGS 5% 6
Binder 10%

TOTAL- 100%

liidividual segments of the final grade are calculated accorc3ing to the evaluation procedures
listed in the individual cArjecdves for OPE300 and OPE400 and the GENERAL STATEMENT
Page.

NOTE - SEE OBJ. 1 RE ATTENDANCE

ASSIGNMENTS - SEE OBJECTIVE 4

CLASS PARTICIPATION - QUESTIONS WILL BE ASSIGNED TO STUDENT FOR
PREPARATION PRIOR TO APPUCABLE CLASS AND SUBMITTED TO INSTRUCTOR
AT CLASS START. QUESTIONS ARE TO BE NEATLY HANDWRITTEN NOT TYPED.

GRADE/NUMERICAL EQUIVALENCIES;

A+ 95% - 100% EXCELLENT achievement

85% - 94% OUTSTANDING achievement

70% - 84% consistently above average

60% - 69% satisfactory or acceptable

below 60% - REPEAT - THE STUDENT HAS NOT ACHIEVED THE OBJECTIVES
OF THE COURSE AND THE COURSE MUST BE REPEATED

0OW>



EXECUTIVE OFFICE PROCEDURES- QPE4QQ  (1986-7) PG. 3
SEMESTER 1V

Accompanying materials Ctn-Basket and Stationery Packets) - Executive Secretarial
Office Procedures

Note - extra stationary can be purchased from the Campus Books Store;
and additional forms, etc., can be obtained from instructor,

MATERIALS (COMMON TO SEMESTERS IH & VJh

-carbon paper

-typing paper (not cocrasable bond)

-newsprint (for file copies)

~onionskin (for distributLon copies)

-erasing material (duplex eraser, liquid paper, etc.)

-maniHa file folders (8-1/2" x 11" |letterhead size only) - 12

(no assignments wiH be accepted with a file folder pricM)erly labelled)
-file labels

-perpetual diary (may continue using 1986's from OPE200)

-Webster's New Wcadd Dictionary, 2nd College Ed. or equivalent

-(3) 3-ring binder (2" ring - businpfldike and profesgional in ~jpearance)




OBJECTIVE 1. PG. 5

Attendance

The student wilL demonstrate the abUity to attend functions during Semester HI and VJ
(exampiLss listed below) cind/or provide prior notice with just cause or just cause without
prior notice.

NOTICE (prior or post) - shall be given to the instructor in MEMO form in duplicate, signed
by the student. If pre-notice, instructor wiL indicate acceptance or non-acceptance of cause
for absenteeism on one copy and return it to the student. Also, valid post-notice should be
aEKDTd by a record of the student's attempt to contact instructor by one of the following
methods. in person, by telephone (school - 949-2050, Ext. 283; residence 256-2725), message
left with Secretarial Centre, main switchboard operator, or switchboard message recording
device (1-min. message may be left between 4:45 p.m. and 8 am.). This will ensure that
student can establish contact 24-hours a day regardless of whether student isin or out of the
city.

APPUCATIONS

Group I:
-tour”/field tripp/seminars as arranged by instructor
-Auest Mealcers, presentations, etc.
-films, video, slide presentations (in or out of class tijne)
Group H:
EVALOATION;

Attendance will be monitored through the use of absenteeism reports in dass personnel file
or instructor record book.

Group | - any absence w/o authorization or just cause will result in the Ices of 10% of
the total semester cumulative mark for class participation and assignments
and rough draft work.

Group H -  the highest mark assigned to a delayed test will be a minimum "C" to offset the
increased preparation time factor.

there will be no cV)portunity to write tests in advance of the test day. A
student who wishes to write in advance will automatically fall into the delayed
test category.

ESTIMATED TIME SEMESTERS Itt-B/
TO ACHIEVE: OPE CLASSES




OBJECTIVE 2; PG. 6
EOP-

Rough Drafts to Maiiabae Copy (Speed Building)

Semester HI - Given in-dass testing on unfamiliar material cE a MEDIUM degree of difficulty
selected by instructor fobm PINE TREE RESORTS the student will demonstrate the ability
to:

-locate and handle written and implied details

-locate and correct M)elling errors (dictionaries may be used)
-properly hyphenate (body and line-ending decisions)

-organize rough draft copy without supervision

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

-wcric with proofreading symbols

-produce ccy of neat appearance (no obvious erasures, smudges, etc.)
-compilete a specified quantity of work in a specified tijne

-use thinking skills to produce acceptable office-standard material

g‘,_ef?nestler IV - as above but the unfamiliar material will be of an ADVANCED degree of
ifficulty.

LEARNING ACTIVITIES

READING ASSGNMENT - it is suggested the student review the types of material found in
the text and check out any prdDlems with current typing or office procedures texts.

EVALUATION;

Items assigned will be designated a figure grade (e.g. 20 points). The final grade will be the
AVERAGE of 90% of the student's marks attained during the semester - the lowest 10% will
be drof*)ed (this provides a balance for illness, etc. - however, no additional allowance for
absenteeism wiabe made). The final grade obtained will be used to reflect 10% of the grade
for the EOP Course in both semesters,

DEDUCTION SYSTEM

0 - if proofreading error found in copy* (includes spelling errors)

Less 4 points - if majar format error or proofreading instruction omission error found
Less 2 paints - minor format error

Less 1/2r-2 points each unacceptable erasure or smudge

Less appropriate deduction for incomEilete ccy

Less 8 pts. if specific instruction (see paperdipped sections in text) not adhered to

ESTIMATED TIME

TO ACHIEVE; ApproximateLy (1) 50-min period
per week (Semesters
H-1V) - 13-17 hrs. total

*copy esdhall be deemed to be the approximate number of lines equal to the shortest item
assign



OBJECTIVE 3: PG. 7

TVP"" Speed

The student wiH. demonstrate the ability to type at 50 gross words per minute by e end of
Semester HI and 60 gross wo:?3s per minute by the end of Semester IV on three 5-minute
straight copy timings with 98% accuracy or better. Official testing must be supervised by
instructor or instructor authorized individual

GocQs by timeframe:

Semester HI (midrterm) - 47 gwpm w/98% accuracy on three attempts
Semester HI (end) - 50 gwpm w/98% accuracy on three attempts
Semester 1V (mid-term) - 55 gwpm w/98% accuracy on three attempts
Semester 3V (end) - 60 gwpm w/98% accuracy on three attempts

Note:

1. TIMINGS ACHIEVED IN SEMESTER HI ARE NOT TRANSFERRABLE TO SEMESTER 1V.

2. THOSE STUDENTS REQUIRING REMEDIAL TRAINING will be assigned speed and accuracy
drill*/dnlL tape programs by instructor to assist in attaining the goaL Completion of these
assigned cbdHs is mandatory. No further speeds will be recorded if assigned work is not
completed.

3. No in-cdass practise time is available - instructor will try and find a room and time for
out-of-class group practice. Individual practice - see S. Boushear.

EVALUATION-.

Sgeed - the total number pf words or strokes converted to words will be divided by 5 to
obtain the gross words per minute.

Accuracy - the total number of accurate wcads typed (total - not per minute rate) will be
divided by the number of words typed.

Example re accuracy; 300 words typed with 5 errors

Accuracy % = 295 divided by 300 - 98.3%. Note: 97,5% or higher does not roll to 98%.

ESTIMATED TIME
TO ACHIEVE; 8 periods of 50 minutes each*

Note - these tunings are given in 30-min. sessions.

The wcdd's FASTEST TYPIST (1984) - according to PS for Prof phonal Secretaries, VdL 27,
No. 21, Nov. 15,1984 typed at the rate of 124.8 nwpm..



OBJECTIVE 4;

Perpetual Diary

The student will demonstrate the ability to record in a oufc-of-class sLtuation during the
1986-87 school year the minimum shown below:

1. Dates -appointments (dentist, doctor, counselling, placement, instructor, out-of-school
work commitments
-tests, assignments, tours, speakers (minumum of OPE300-400 )
-hotlidays and illness as they affect the school year,
-occasions - school starting dates, last day of classes, convocation, etc.
2. Record related materials required for any of the above

3. Cancellations of any of the Items 1-2

in a Perpetual Diary of the variety carried by the Campus Shop for this purpose in a
businesslike* manner.

*  -legitilfi (to a third party)
-in pooper tijne slot
-adequate data - eg. name of person and/or organization, telephone if e*licable, nature
of appointment, materials required
-prchjedy dated each day (not by week)
-no "trLvial* personal listings

and to make use of aids such as calendar references, ready”lDcatibn comer "clip-ofFs’, and
telephone listing (to indude college instructocsr placement contacts - school and office).

LEARNING ACTB/MTES & APPUCATION

1. Sistructor review of method of use.
2. Instructor feedback on OPE300.
3. Daily use by student.

EVALUATION;

The diary will be compared against an instructor checklist with:

-(10) points for general use and organization

-25-point check (each check will have varying points albtted to reflect content level of
recorded item)

Deductions (over and above point system):

- 5 points for each telephone number or ~>=*1ling error in name or address error

TOTAL - win be converted to a % of 100% - 5% of this converted % wiU be applied to the
final grade for OPE300-400 respectively.

ESTIMATED TIME
TO ACHIEVE; N.A. -IN AND OUT-OF-CLASS TIME CONTRIBUTION DURING
SEMESTER IH AND 1V.




CTIVE 5

* Travel Arrangements

liven an iixiass test containing questions and examples (student will be informed of type of
testing format prior to testing), the student will be able to interpret and
demonstrate the ability to contribute to the pilanning that precedes the
executive's business trips and the foUow-up activities required on their
completion. As wdl* the student will demonstrate the ability to research
information about domestic and international flights, train, bus, and car rental
services so that appropriate choLces can be made,

- Given an infout-of-cQaas assignment the student as a partLcLpant in a group will demonstrate
the ability to complete all the pre, interm and post paperwork (including
calculations) required for an executive-level trip. -

Given an iiVbut-of-"ilass assignment the student will demonstrate the ability to prepare a
TRAVEL REFERENCE MANUAL for domestic.

- Given an in/out-of-Glass assignment as part of a group, the student will prepare a
comparison chart with suE"xarting information demonstrating the cost of
travellfir's cheques based on various types of bank accounts at different
financial institutions.

LEARNING ACTB/TnES AND APPUCATTON

READ: Pgs. 255-277
Contemporary Office Procedures
LECTURES, DEMOS AND HANDOUTS
CLASS DISCUSSIONS
GUEST SPEAKER OF AVAILABLE) - LOG REQUIRED

EVALUATION:

Test

Log - Guest Speaker

Assignment - pre, interim and post travel paperwork
Assignment-TRAVEL REFERENCE MANUAL

. Assignment - Traveller's Cheques

ESTIMATED TIME

TO ACHIEVE: 6 periods of 50-minutes each*
1 50-minute test period

grwNE

*does not included student reading and assignment time



SEMESTER || PROPOSED COVERAGE (SCBJECT | VES PENDI NG)
1986- 87 OPE400

16- WEEK SCHEDULE
ROUGH DRAFT - (1) HOUR PER VEEK

7) I N-BASKETS PLUS (6) TWD HOUR TESTS - APPBOX. 2 HRS. CLASSTI ME FOR WORK
20 HRS. | N-CLASS PRACTI CAL AND 12 HRS. TESTI NG Tl ME)

PROJECTS; - SPREAD QUT C7ER 16 WEEKS | N ONE- HOUR PERI CDS:

PERSONNEL (| NCLUDI NG TESTI NG 4 HRS,
SOO AL BUSI NESS LETTERS - ( EVALUATE ON PRCDUCTI ON) 4 HRS,
REPROCayPH CS (1 NCLUDI NG TEST) 4 HRS.
AUTOVATI NG THE OFFI CE & TESTS 9 HRS.

REFERENCE RESEARCH - QUT- OF- CLASS EXCEPT
(1) HR SPECI AL LI BRARY TOUR

(1) HR I NSTRUCTS PREPARATI CN ASSI STANCE 2 HRS.
D CTATI DN PRQJIECT (2 QUT-C*- CLASS) PLUS 2 HRS.
DECI S| ON PACKAGES ( FCLLOWCOVPLETI ON OF LAST | N- BASKET) 6 HRS.
TXyVhL 31-32 HOURS.

SPEED & ACCURACY - QUT- OF- CLASS ONLY

NO TI METI ME CAN BE SET UNTI L NEXT SEMESTER S TI METABLE | S KNOM
SUBJECT TO CHANGE WHEN 1987 OPE4AQD CBJECTI VES ARE PREPARED



OBJECTI VE 11:
OPE400

Unit - Automating the Ofice

-Gven a test at the caripletion oE each video presentation, the student w LL
denonstrate the ability to review, record and recall nforiTiation relative to
the various aspects oc a nxxiern office - corrputec, word processing,

tel ecoi nnuni cations iietwrking, etc. (This objective is aiTied at providing the
student with the oppoortunity of being exposed to an "information finding"
session such as niay oe required of a secretary should the einployer not desire
or cannot attend various business presentations.)

LEARNI NG ACTI VITIES AJSD APPLI CATI ONS,

Vi deo Presentations
Cl ass Di scussi on

EVALUATI ON:
Tests (NJMBER APPLI CABLG TO [N WMBKR CF PR A SSVTArt ONS)

(Note - lowest test will be dropped - no rewites or allowance for absenteeism

ESTI MATED TI ME TO ACHI EVE: (9) in-class oeriods



OBJECTIVE 12;.

OPE400

Unit - Researching Information

- Given (10) in/out-of-class assignments the studeiit wUi demonstrate 'che aoiUty to ase die
techniques iiivolved in researciiing information needed by an empLDyer atid present it in
usable form tiirough the completion of these assignments which require use of most coinmon
business reference aids. As a result tiie student will develop an awareness of the probleTis
and questions that most often plague an employer as he searches for information.

LEARNIISG ACTIVITTES ANO APPUCATION

SUPPLEMENTARyY READING Pgs. 299-312, CH. 17
Executive Secretarial Procedures, 2nd Canadian Edition

LECTURE, DEMOS AND HANDOUTS

PRACTICE ASSIGNMENT LnstrucbDr will Provide

CLASS DISCUSSION: Applying the R.:“erence Section", p. 312-314 Q-1-10
TOUR - Library (emphas: on related area information available both m general luDrary stack,s
and benind circulation desk).

EVALUATIQI™N

1. Assignment - Library Research.

ESTIMATED TIME
TO ACHIEVE: 2 periods of 5Q-minutes each*

*does not included student reading and assignment time



OBJECTI VE 13

OPE400
Unit - Editing and Cofrposing
G ven an oat-of-class assigacaent the student ~ill denonstirate ability to
prepare nxxiel letters for classroompresentation and critic. Through these
letters the student will be able to show aoility to respond according to

specitic area exhibiting a know edge of lettec '"nmriting S K 111S and canposi tion
of business and social business letters in such areas as requesting material,
acknow edgnents, copyright privilege, covering and transnittal letters, letters
of referral, follow up, congratul ations on appointnents, etc.,

i nvitations/acceptance and/ or regret, consolation, etc.

LEARNI NG ACT-IM TIES AVD APPLI CATI ONS

LECnJRE I NSTRUCTOR W LL - present general inforixation requir.ed
using as a reference Busi ness Connuni cations, A Problem
Sol ving /~proach, 2nd Ed.

HANDOUTS to t)e provided by instructor

PRACTI CE ASSI GNVENT to be provided oy instructor

EVALUTATI ON:

1. Assignnent - letters for in-class critic

ESTWyi ATED TI MS TO ACHI EVE: (4) periods of 50-m nutes each*

*does not include assignintsat tuva



OBJECTIVE 14:
GPE400

Unit - Reprographics

G ven appropriate in-class assignx*snts the student will deinom~trate ability to
produce visuals or printed iTvateria in the Lollow ng areas:

-transparency froin typed copy (vl Include a table)

-canbi aation of handwiting, printing and drawi ng wtransparency pen
-rmunt and storage of transparency

-sel ect and produce paperwork for internal phototypset (sarre package will
il given out by instructor)

-letter labelling w th photocopy iiachine

-manufactured lettering products

-prepare camera-ready naterial for a slide

-prepare cairera ready material for offset negative (to be reproduced by
Printing Departj:nent - to practical assigntnent - e.g. use Social Letter
Project to make a package which i.rey be distributed for future reference)

G ven a tour of the A-V f:)eparbnent of Sault College, the student will produce a
| og describing the specific equiprment and general use, etc., as well as the
human servi ces avail abl e.

LEARN NG ACTI M TI ES AND APPLI CATI ONS:

LECTURES, DB G S AND HANDQJTS

PRACTI CAL ASSI G MEOTS ALL TO BE GivVAM QUT 3Y I N STRIDR
SPEAKER (if avail abl e)

TOUR - college AV facilities

EVALUATI O\

1, dass Assignnents

2. Log

ESTI MATE Tl ME TO ACH EVE: (4) 50-minute periods



