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MATHEMATICS MTH 117-2
"CbTTFse Name Course Number

PH LOSCPHY/ GOALS:

To develop the ability to solve nathenatical problens common to nost
busi nesses quickly and accurately. To provide background material essential
to the inportant principles underlying a business activity. To review and
reinforce al gebraic nethods used to sol ve everyday busi ness probl ens.

METHOD OF ASSESSMENT ( GRADI NG METHOD) :

Periodic tests covering two or three weeks material plus any unannounced
surprise tests on drill and procedures. A final examwould be optional.
Dependi ng on department policy, a conprehensive supplemental exam may be
given at the end of the semester.

TEXTBOXK( S) :
QONSUMER AND BUSI NESS AR THVETIC, d son, dson, Haber - Pitman.

GBJECTI VES:

The basic objective is for the student to devel op an understandi ng of the
net hods studied, know edge of the facts presented and an ability to use
these in the solution of problenms. For this purpose, exercises are assigned
Tests will reflect the sort of work contained in other assignnents. The
level of conpetency denanded is the level required to obtain an overall
passing average on the tests. The material to be covered is listed on the
fol | owi ng page.



UNIT NO. PERIODS
1 1
2 4-6
3 3
4 2
5 3
6 4-6
7 6
8 5-6
9 1-2

SECRETARIAL MATHEMATICS - MTH 117-2

. TOPICS

Survey test

Basic operations with fractions and
decimal fractions

Percentage of a number and
applications

Arithmetic of metric measurement

Ratio and proportion

Simple and compound interest - use of

tables, business applications

Profit and loss, mark-up, equivalent
margins, inventories

Tradediscounts and cash discount,
fi'nding list price, truth in lending

Graphs - bar graph, circle graph and
line graph
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