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Program Information Report

Business & Entrepreneurship

Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Winter 2026

High Demand Occupation High Skill Occupation High Wage Occupation

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through

completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:
Eastern Michigan University, several BS degrees

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:

https://www.wccnet.edu/learn/transfer-wcc-credits/articulation-agreements.php .

Minimum Concentration Credits Required for the Program:

60

Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

First Semester

ACC 111 Principles of Financial Accounting

BOS 101C Advanced Keyboarding

BOS 106 Electronic Planning, Sharing and Organization
BOS 157 Word Processing and Document Formatting I
BOS 184 Spreadsheet Software Applications I

Elective Math Elective(s)

Second Semester

BOS 182 or Database Software Applications

BOS 284 Spreadsheet Software Applications II

BOS 206 Personal Management Application and Internet Resources
BOS 207 Presentation Software Applications

BOS 257 Word Processing and Document Formatting II
ENG 111 or Composition I

ENG 111X Composition 1

Third Semester

ACC 131 QuickBooks Software

BMG 155 Business on the Internet

Elective Speech/Comp. Elective(s)

Elective Nat. Sci. Elective(s)

Elective Arts/Human. Elective(s)

Fourth Semester

BMG 207 Business Communication

BOS 208 Desktop Publishing for the Office
BOS 230 Electronic Forms Design

BOS 250 Office Administration

Elective Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 61
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Law Office Administration (LAWA)-available online 60 credits
First Semester (15 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
CJT 130 Introduction to Paralegal Studies 3
ENG 111 or Composition I

ENG 111X Composition 1 4
Elective Math Elective(s) 3
Elective Open elective(s) to reach a minimum of 60 credits. 1
Second Semester (15 credits)
ACC 111 Principles of Financial Accounting 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Elective Speech/Comp. Elective(s) 3
Elective Arts/Human. Elective(s) 3
Third Semester (16 credits)
BMG 111 Business Law I 3
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
CJT 156 Everyday Law 4
Elective Soc. Sci. Elective(s) 3
Fourth Semester (14 credits)
BOS 206 Personal Management Application and Internet Resources 2
BOS 207 Presentation Software Applications 2
BOS 250 Office Administration 4
Elective Nat. Sci. Elective(s) 3
Elective Select a course: BOS 182, BOS 257 or BOS 284 3

Minimum Credits Required for the Concentration or Option: 60

Medical Administrative Assistant (MEDA

First Semester (15 credits)
BOS 101C Advanced Keyboarding 1
BOS 157 Word Processing and Document Formatting I 3
HSC 124 Medical Terminology 3
HSC 131 CPR/AED and First Aid 1
ENG 111 or Composition I

ENG 111X Composition 1 4
Elective Math Elective(s) 3
Second Semester (15 credits)
BIO 109 or Essentials of Human Anatomy and Physiology

BIO 111 Anatomy and Physiology - Normal Structure and Function 4-5
BOS 184 Spreadsheet Software Applications I 3
BOS 206 Personal Management Application and Internet Resources 2
BOS 257 Word Processing and Document Formatting II 3
Elective Soc. Sci. Elective(s) 3
Third Semester (15 credits)
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
BOS 106 Electronic Planning, Sharing and Organization 3
MBC 223 Medical Office Procedures 3
Elective Arts/Human. Elective(s) 3
Fourth Semester (15 credits)
BOS 182 or Database Software Applications

BOS 284 Spreadsheet Software Applications II 3
BOS 207 Presentation Software Applications 2
MBC 224 Medical Insurance and Reimbursement 4
PHL 244 Ethical and Legal Issues in Health Care 3
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Elective Speech/Comp. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 60

-available online 60 credits

First Semester (14 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 157 Word Processing and Document Formatting I 3
ENG 111 or Composition I

ENG 111X Composition 1 4
Elective Math Elective(s) 3
Second Semester (16 credits)
BMG 230 Principles of Management 3
BMG 240 Human Resources Management 3
BOS 206 Personal Management Application and Internet Resources 2
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
Elective Speech/Comp. Elective(s) 3
Third Semester (14 credits)
ACC 110 Payroll Accounting 2
BMG 279 Organizational Management 3
BOS 182 Database Software Applications 3
BOS 184 Spreadsheet Software Applications I 3
Elective Arts/Human. Elective(s) 3
Fourth Semester (16 credits)
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
BOS 250 Office Administration 4
Elective Nat. Sci. Elective(s) 3
Elective Soc. Sci. Elective(s) 3
Minimum Credits Required for the Concentration or Option: 60

Minimum Credits Required for the Program: 60

Wednesday, July 16, 2025 4:9:4 p.m. Page 3 of 3



WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE FORM

Program Code: APBOAD | Current Program Name: Business Office | Effective Term: Winter 2026
Administration

Division Code: BCT Department: BUSD

Directions:
1. Attach the current program listing from the WCC catalog or website and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included
on a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using CurricUNET, but should be
submitted at the same time as the program change form.

4. If changes affect the program assessment plan or if program outcomes are updated, please submit a Program
Assessment Plan Change form. These changes must be approved separately from the program change form and should
be submitted at the same time. Current program assessment plans can be found on the Curriculum and Assessment
Program Information page.

Requested Changes:

[] Remove course(s): [] Program outcomes (may also result from

[X] Add course(s): __Add “or ENG 111X” removing or adding a course)*

[] Program title (new title is ) [] Program assessment plan*

[[] Description [ ] Accreditation information

[ ] Advisors [] Other

[] Program admission requirements

[] Continuing eligibility requirements Note: A change to the Award Type requires the submission
of a new program proposal form and a separate

Show all changes on the catalog page you attach. program inactivation form. Contact the Director of

Curriculum & Assessment for more information.
* Please submit a Program Assessment Plan Change form.

Rationale for proposed changes:

ENG 111S will no longer be offered; ENG 111X will be added as an “OR” option.

Financial/staffing/equipment/space implications:

List departments that have been consulted regarding their use of this program.

‘Signatures:
Reviewer Print Name Signature Date
Initiator Joyce Jenkins Joyce Jenkins 05/30/2025
Department Chair Joyce Jenkins Joyce Jenkins 05/30/2025
Division Dean/Administrator Eva Samulski Eva Samulski 05/30/2025

Please return completed form to the Office of Curriculum & Assessment, SC 257
or by e-mail to curriculum.assessment@wccnet.edu
Once reviewed by the appropriate faculty committees we will secure the signature of the VPI.

Reviewer | Print Name | Signature | Date

Office of Curriculum & Assessment Page 1 of 2 Revised 8/8/24



PROGRAM CHANGE FORM

WASHTENAW COMMUNITY COLLEGE

Curriculum Committee Chair Randy Van Wagnen RVanWagnen 6/10/25
Assessment Committee Chair Jessica Hale ‘Q&Q-Mx 6/10/25
Brandon Rederick  \e o o ertnn 6/12/25
Executive Vice President for Instruction Dr. Brandon Tucker |Tucker PhD Date. 2025.06 12 15:12:04 0400
Do not write in shaded area. Entered in: Banner C&A Database Log File
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Y% Washtenaw Community College

Office of Curriculum and Assessment

Program Information Report

Business & Entrepreneurship

Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2024

High Demand Occupation High Skill Occupation High Wage Occupation

Program is also available online

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through

completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:
Eastern Michigan University, several BS degrees

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:

https://www.wccnet.edu/learn/transfer-wcc-credits/articulation-agreements.php .

Minimum Concentration Credits Required for the Program:

60

Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

First Semester

ACC 111 Principles of Financial Accounting

BOS 101C Advanced Keyboarding

BOS 106 Electronic Planning, Sharing and Organization
BOS 157 Word Processing and Document Formatting I
BOS 184 Spreadsheet Software Applications I

Elective Math Elective(s)

Second Semester

BOS 182 or Database Software Applications

BOS 284 Spreadsheet Software Applications II

BOS 206 Personal Management Application and Internet Resources
BOS 207 Presentation Software Applications

BOS 257 Word Processing and Document Formatting II
ENG 111 Composition I

Third Semester

ACC 131 QuickBooks Software

BMG 155 Business on the Internet

Elective Speech/Comp. Elective(s)

Elective Nat. Sci. Elective(s)

Elective Arts/Human. Elective(s)

Fourth Semester

BMG 207 Business Communication

BOS 208 Desktop Publishing for the Office
BOS 230 Electronic Forms Design

BOS 250 Office Administration

Elective Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 61
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Program Information Report

Law Office Administration (LAWA)-available online 60 credits

First Semester (15 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
CJT 130 Introduction to Paralegal Studies 3
ENG 111 Composition I 4
Elective Math Elective(s) 3
Elective Open elective(s) to reach a minimum of 60 credits. 1
Second Semester (15 credits)
ACC 111 Principles of Financial Accounting 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Elective Speech/Comp. Elective(s) 3
Elective Arts/Human. Elective(s) 3
Third Semester (16 credits)
BMG 111 Business Law I 3
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
CJT 156 Everyday Law 4
Elective Soc. Sci. Elective(s) 3
Fourth Semester (14 credits)
BOS 206 Personal Management Application and Internet Resources 2
BOS 207 Presentation Software Applications 2
BOS 250 Office Administration 4
Elective Nat. Sci. Elective(s) 3
Elective Select a course: BOS 182, BOS 257 or BOS 284 3

Minimum Credits Required for the Concentration or Option: 60

Medical Administrative Assistant (MEDA 60 credits

First Semester (15 credits)
BOS 101C Advanced Keyboarding 1
BOS 157 Word Processing and Document Formatting I 3
HSC 124 Medical Terminology 3
HSC 131 CPR/AED and First Aid 1
ENG 111 Composition I 4
Elective Math Elective(s) 3
Second Semester (15 credits)
BIO 109 or Essentials of Human Anatomy and Physiology

BIO 111 Anatomy and Physiology - Normal Structure and Function 4-5
BOS 184 Spreadsheet Software Applications I 3
BOS 206 Personal Management Application and Internet Resources 2
BOS 257 Word Processing and Document Formatting II 3
Elective Soc. Sci. Elective(s) 3
Third Semester (15 credits)
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
BOS 106 Electronic Planning, Sharing and Organization 3
MBC 223 Medical Office Procedures 3
Elective Arts/Human. Elective(s) 3
Fourth Semester (15 credits)
BOS 182 or Database Software Applications

BOS 284 Spreadsheet Software Applications II 3
BOS 207 Presentation Software Applications 2
MBC 224 Medical Insurance and Reimbursement 4
PHL 244 Ethical and Legal Issues in Health Care 3
Elective Speech/Comp. Elective(s) 3
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Minimum Credits Required for the Concentration or Option: 60

-available online 60 credits
First Semester (14 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 157 Word Processing and Document Formatting I 3
ENG 111 Composition I 4
Elective Math Elective(s) 3
Second Semester (16 credits)
BMG 230 Principles of Management 3
BMG 240 Human Resources Management 3
BOS 206 Personal Management Application and Internet Resources 2
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
Elective Speech/Comp. Elective(s) 3
Third Semester (14 credits)
ACC 110 Payroll Accounting 2
BMG 279 Organizational Management 3
BOS 182 Database Software Applications 3
BOS 184 Spreadsheet Software Applications I 3
Elective Arts/Human. Elective(s) 3
Fourth Semester (16 credits)
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
BOS 250 Office Administration 4
Elective Nat. Sci. Elective(s) 3
Elective Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 60

Minimum Credits Required for the Program: 60

Tuesday, March 5, 2024 2:3:30 p.m. Page 3 of 3



Received by C&A 10/16/23

WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE FORM

Program Code: APBOAD Current Program Name: Business Office Effective Term: Fall 2024
Administration

Division Code: BCT Department: Business

Directions:

1. Attach the current program listing from the WCC catalog or website and indicate any changes to be made. 2. Draw

lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on a

separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or
adding new courses as part of the proposed program change, must be approved separately using CurricUNET, but
should be submitted at the same time as the program change form.

4, If changes affect the program assessment plan or if program outcomes are updated, please submit a Program
Assessment Plan Change form. These changes must be approved separately from the program change form and
should be submitted at the same time, Current program assessment plans can be found on the Curriculum and

Assessment. Program Information page.

Requested Changes:
Remove course(s): ACC 100 Accounting for Business to be removed from OFMG & ADMA

and 3 credit hours of BOS elective from LAWA pathway
(O Program outcomes (may also result from

(O Add course(s):
removing or adding a course)*

[ Program title (new title is )
J Program assessment plan*

O3 Description
(O Accreditation information

(0 Advisors
Other

(J Program admission requirements

O Continuing eligibility requirements

Note: A change to the Award Type requires the submission
of a new program proposal form and a separate

Show all changes on the gatalog page you attach.

program inactivation form. Contact the Director of

Curriculum & Assessment for more information.

* Please submit a Program Assessment Plan Change form.




Rationale for proposed changes:
Layoutchanges. ACC 100 is being sunsetted so it should be removed from the degree path as it is no longer an option.

Financial/staffing/equipment/space implications:
None

List departments that have been consulted regarding their use of this program.
Business

Signatures:

Reviewer Print Name ___ signatye : Date

Initator SouceSenkig | © K A 10](2]23
Department Chair jd«(&T Q,U\lfdﬁ/jw QQNM/V\J \C){ Le, ! 2T
Division Dean/Adminisuator O\Smutsil S Aol 10 /12/23

Please return completed form to the Office ?&@wdm & Assessment, SC 257
or by e-mail to curriculum.assessment@wccnet.edu
Once reviewed by the appropriate faculty committees we will secure the signature of the VPI.

Reviewer Print Name Signature Date

Office of Curriculum & Assessment Page 1 of 2 Revised 4/1/21

WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE FORM

14

|/
Curriculum Committee Chair Randy Van Wagnerj K V\‘RV\I\T\——/ 1-7-2024

Assessment Committee Chair

Jessica Hale <] 1/8/24
Vice President for Instruction O Bisndoh Thckar '2_/ Qj{?/u{
Do not write in shaded area. Entered in: Banner C&A Database________Log File

Reviewed by C&A Committees 11/16/23
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Business & Culinary Arts

Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2020

High Demand Occupation High Skill Occupation High Wage Occupation
Program is also available online

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:
Eastern Michigan University, BS degree (applies to the Law Office Administration and Medical Administrative Assistant

concentrations).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
http://www,wccnet.edu/curriculum/articulation/levelone/colleges/.

Minimum Concentration Credits Required for the Program: 60
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

Administrative Assistant (ADMA 61 credits

Fiist Semesteért i iindiains =i aissn| e

BOS 101C Advanced Keyboarding 1

BOS 106 Electronic Planning, Sharing and Organization 3

BOS 206 Personal Management Application and Internet Resources 2

ENG 111 Composition I 4
Math Elective(s) 3

at Semester 1t e S Y1 M T

ACC 100 or Accounting Practices for Business

ACC 111 Principles of Accounting I 3

BOS 157 Word Processing and Document Formatting I 3

BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3

Third Sémester’ 1T its)

BMG 155 Business on the Internet 3

BOS 207 Presentation Software Applications 2

BOS 257 Word Processing and Document Formatting II 3

BOS 182 or Database Software Applications

BOS 284 Spreadsheet Software Applications II 3
Speech/Comp. Elective(s) 3

BMG 207 Business Communication

3
BOS 208 Desktop Publishing for the Office 3
Nat. Sci. Elective(s) 3

ACC 131 QuickBooks Software 3
BOS 230 Electronic Forms Design 3
BOS 250 Office Administration 4

Thursday, February 6, 2020 9:48:5 a.m. Page 1 of 3
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BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
MBC 224 Medical Insurance and Reimbursement 4
Fifth Semester = | i credits)

BOS 182 or Database Software Applications

BOS 284 Spreadsheet Software Applications 11 3
HSC 131 CPR/AED for the Professional Rescuer and First Aid 1
PHL 244 Ethical and Legal Issues in Health Care 3

Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 60

Office Management (OFMG 63 credits

rst S

BOS 1C . Advanced Keyboarding

1

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 3

ENG 111 Composition I 4
ACC 100 Accounting Practices for Business 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3

ACC 110 ' Payroll Accounting

2

BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
Speech/Comp. Elective(s) 3

Fourth Semestar ois
BMG 207 Business Communication

3

BMG 230 Principles of Management 3
BOS 182 Database Software Applications 3
Nat. Sci. Elective(s) 3

Fifth

=1 . 3 ']

BMG Human Resources Management 3
BMG 279 Performance Management 3
BOS 250 Office Administration 4
Soc. Sci. Elective(s) 3

Minimum Credits Required for the.Concentration or Option: 63

Minimum Credits Required for the Program: 60

Thursday, February 6, 2020 9:48:5 a.m. Page 3 of 3
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WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: Program Name: Business Office Administration —  Effective Term: 202009

APBOAD multiple concentrations
Division Code: Department:

birections:

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can
be included on a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a
course, or adding new courses as part of the proposed program change, must be approved separately
usigg a Master Syllab_u_s form, but should be submitted at the same time as the program change form.

' Requested Changes:

[] Review [] Program admission requirements

[X] Remove course(s): CJT 154 (3 cr), COM 101 (or [] Continuing eligibility requirements

102), BOS 182, 257 and/or 284, BMG 200 [] Program outcomes

Add course(s): CJT 156 (4 cr), 2™ course in Writing [ ] Accreditation information

or Communication, Restricted electives (] Discontinuation (attach program discontinuation
] Program title (title was ) plan that includes transition of students and

[] Description timetable for phasing out courses)

[ ] Type of award [] Other _

[] Advisors

[] Articulation information

Show all changes on the attached page from the catalog. - N ™

Rationale for proposed changes or discontinuation:

CJT 154 & 155 courses are being merged into the new CJT 156 course. Opening up Writing/Communication elective
for students, reducing total credit hour by using restricted electives on some concentrations

Financial/staffing/equipment/space implications:

List departments that have been consultea;égarding their use of this 5ro§r_am-.- R

Public Service Careers

e ks . -
Reviewer Print Name Signature Date

Initiator Joyce Jenkins : W%&Wd}\(@w \Q/ (q/ \Q‘
Department Chair Doug Waters [l % W /,/2/20
Division Dean/Administrator Eva Samulski /ﬂ% 144 wWlAK 1 [-5 -AD

Please submit completed form to the Office of€urriCulum and Assessment (SC 257).
Once reviewed by the appropriate faculty committees we will secure the signatune of the VPI and President.

Vice President for Instruction Kimberly Hurns ‘ﬁl’éﬁ/k, 'Z%?{?‘-‘?O
/ol S i _
Do not write in shaded area. Entered in: Banner, C&A Database _#m Log File %[%[&D Board Approval
gl ; Rewewed by ;4
Commatt 1f30 f20

Office of Curriculum & Assessment http://www.wccnet.edu/departments/curriculum



AP BOAD

WCC General Education Requirements
Effective Fall 2018

Associate degree programs were updated to meet the revised WCC general education
requirements below.

Course Distribution Requirements
Associate degree students must complete courses from each of six General Education

content areas. The requirements vary, depending on which degree is being earned. The
number of general education credit hours required for each degree is as follows.

AA AS AAS
" " 34 3-4 3-4
Writing/Composition credits credits credits
2nd Writing/Composition or Communication 2;: dits 3 credits 3 credits
. 3-4 3-4 3-4
Mathematics credits credits credits
. ; 7-8 7-8 3-4
Natural Sciences credits credits credits
Social & Behavioral Science 2 6 credits 6 credits 3 credits
Arts and Humanities 3 6 credits 6 credits 3 credits
General Education Electives to reach 30 0-2 0-2
) . . N/A
credits credits credits
Minimum 30 credits 30 credits 18 credits

' Two courses in Natural Science including one with laboratory experience (from two
disciplines)

2 From two disciplines

* From two disciplines
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School of Business and Entrepreneurial Studies

Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level
skills in various aspects of business, Whether your goal is to make your place in an existing industry or branch out on your own,
these programs can provide the foundation for success.

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates
generally prepare students for entry-levei jobs.

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to
upgrade their positions at their places of employment.

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a
certificate, an advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours
from the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree.

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate (if one exists) and
General Education requirements.

Business Office Systems

Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these
programs can help you achieve your goals.

Monday, June 25, 2018 10:22:18 a.m, Page 1 of 4
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Program Information Report

Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2018

High Demand Occupation High Skill Occupation High Wage Occupation
Program is also available online

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:
Eastern Michigan University, BS degree (applies to the Law Office Administration and Medical Administrative Assistant
concentrations).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
http://www.wccnet.edu/curriculum/articulation/levelone/colleges/.

Minimum Concentration Credits Required for the Program: 63
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

Eikat Semester . i T ; L ST SR S LGN SR (A3 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Qrganization 3
BOS 206 Personal Management Application and Internet Resources 2
ENG 111 Composition I 4
Math Elective(s) 3
Second Semester oI . g s = {12 ¢credits)
ACC 100 or Accounting Practices for Business
ACC 111 Principles of Accounting I 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3
Third Semestér = & R ERTE 2D TR credits)
BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting 11 3
BOS 284 Spreadsheet Software Applications II 3
COM 101 or Fundamentals of Speaking
CoM 102 Interpersonal Communication 3
Fourth Semester e ' - (12 credits)
BMG 207 Business Communication 3
BOS 182 Database Software Applications 3
BOS 208 Desktop Publishing for the Office 3
Nat. Sci. Elective(s) 3
Fifth Semester i 0 (13 credits)
ACC 131 QuickBooks Software 3
BOS 230 Electronic Forms Design 3
BOS 250 Office Administration 4
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 64

Monday, June 25, 2018 10:22:18 a.m, Page 2 of 4
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Law Office Administration (LAWA)

=mester
BOS 101C

| i, ]

Advanced Keyboarding 1

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 3

ENG 111 Composition I 4

o rY neFat

ACC 111

Principles of Accounting I 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3

130 d ~ Introduction to Paralegal Studies

3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3
COM 101 Fundamentals of Speaking 3

B' 1.1 usnness Law I

_ 3
BMG 155 Business on the Internet 3
BOS 182 Database Software Applications 3

Nat. Sci. Elective(s) 3

BG 207 Business Communication

'

BOS 250 Office Administration 4
CIT 154 Everyday Law I: Law and Civil Liberties 3
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 64

Medical Administrative Assistant (MEDA

OS_‘ 101C

Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2

Math Elective(s) 3
ENG 111 Composition I 4
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
HSC 124 Medical Terminology 3
BIO 109 or Essentials of Human Anatomy and Physiology
BIO 111 Anatomy and Physiology - Normal Structure and Function 4

o L] - O o W (14 credits)
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3
MBC 223 Medical Office Procedures 3
COM 101 or Fundamentals of Speaking

COM 102 Interpersonal Communication 3

L= - AL
Arts/Human. Elective(s)

3
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
MBC 224 Medical Insurance and Reimbursement 4

Monday, June 25, 2018 10:22:18 a.m. Page 3 of 4
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BOS 182 Database Software Applications 3
PHL 244 Ethical and Legal Issues in Health Care 3
H5C 131 CPR/AED for the Professional Rescuer and First Aid 1
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 63

Office Management (OFMG

05016 . Advance Ker_'dig_

1

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 3

ENG 111 Composition [ 4

ACC 100 Accounting Practices for Business 3
BOS 157 Word Processing and Document Formatting 1 3
BOS 184 Spreadsheet Software Applications 1 3
BOS 230 Electronic Forms Design 3
Arts/Human. Elective(s) 3
ACC 110 Payroll Accounting 2
BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting 11 3
COM 101 or Fundamentals of Speaking
COM 102 Interpersonal Communication 3

B 20‘ ' elatiansh'ip Skills in the -cur_kplace

3

BMG 207 Business Communication 3
BOS 182 Database Software Applications 3
Nat. Sci. Elective(s) 3

BMG 240 Human Resources Management
BMG 279 Performance Management
BOS 250 Office Administration

Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 66

Minimum Credits Required for the Program: 63

Monday, June 25, 2018 10:22:18 a.m, Page 4 of 4
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WASHTENAW COMMUNITY COLLEGE el
GENERAL EDUCATION REVISION AAS PROGRAM CHANGE FORM 2018-2019
Due December 8, 2017
Program Code: APBOAD Program Name: Business Office Administration

Division Code: BCT Department: Business

This form is to be used only for General Education Revision Program Changes for Associate in Applied Science (AAS)
programs. Any other program changes should be submitted separately using a standard Program Change Form.
Directions:
1. Review each general education area under Requested Changes below and respond as needed.
2. Attach the semester program layout showing the current program listing from the WCC catalog.
a. Indicate any changes to be made on the semester layout.
b. Draw a line through any courses that should be removed on the semester layout.
c.  Write in any courses that need to be added on the semester layout.
3. Submit this form and semester program layout to the Office of Curriculum and Assessment (SC 257).

Current General Education Requirements Revised General Education Requirements 2018-2019
AAS AAS

Writing 3-4 credits English Composition 3 - 4 credits
Speech 3 credits 2" Course in English Composition or one 3 - 4 credits
Mathematics 3 - 4 credits course in Communication
Natural Sciences 3 - 4 credits Mathematics 3 - 4 credits
Social & Behavioral Sciences 3 credits Natural Sciences 3 -5 credits
Arts & Humanities 3 credits Social & Behavioral Sciences 3 credits
Critical Thinking 0 credits Arts & Humanities from 3 credits
Computer & Information ! Total 18 credits
e 3 credits
Total 21-24 credits

Please review each General Education Area in the chart below, and record the needed changes in the chart and
on the attached semester program layout.

REQUESTED CHANGES

General Education Area

English Composition — The requirement for one writing/English composition course remains the same. No
changes will be made unless specifically requested below. (Use Writing Elective or ENG 111)

Optional Change: Use ENG 111 in all four-degree options (ADMA, LAWA, MEDA, and OFMG)

2™ Course in English Composition or one course in Communication
WCC previously required both a second composition/writing course and a communication course. Your

options are:
1. Allow students to select any course that meets composition/writing or communication
(recommended).

2. Require students to take a specific composition course (identify course below and on semester layout).
3. Require students to take a specific communication course (identify course below and on semester
layout).
Requested Change: LAWA Option — Use COM 101
ADMA, MEDA, and OFMG Options — COM 101 or COM 102 Recommended

[(ﬂfl_/ /Z/-’%/"

Office of Curriculum & Assessment 10/3/2017 http://www.wccnet.edu/departments/curriculum




Mathematics — The requirement for one mathematics course remains the same. However, the courses that
meet the MTA requirement have changed slightly. See the course listing for details

Optional Change:

Natural Sciences - The requirement for one natural science course remains the same. No changes will be made
unless specifically requested below.

Optional Change:

Social & Behavioral Sciences — The requirement for one social and behavioral science course remains the
same. No changes will be made unless specifically requested below.

Optional Change:

Arts & Humanities — The requirement for one arts and humanities course remains the same. No changes will
be made unless specifically requested below. (Note: A department can designate a COM course as a
requirement here. The same course cannot be counted in two areas.)

Optional Change:

Computer and Information Literacy
The requirement for computer and information literacy has been removed. Your options are:

1. Continue to require a specific computer course. If a specific course is required in your program, we will
leave it there. If you previously used “Computer and Information Literacy Course,” you will need to
specify either a specific course or a list of courses from which to choose.

2. Remove the computer and information literacy course if the program will still meet the minimum of 60
credit hours.

3. Remove the computer and information literacy course and replace the course with elective or other
credits as needed to meet the minimum of 60 credit hours.

Required Change: N/A

Reviewer Print Name Sighature C N\ N—. Date
Initiator Joyce Jenkins <\_ QW\}"’\&/W lL{q/ l f"‘
R _ 7 : e - LY 3R
Department Chair Ju[w,,,“b Lyﬂulc' /J - 2(,/ /vQN /’—/7/(, >
Division Dean/ Administrator a ()) L ’SKLZV [”'{-S/«)’J
Vice President for Instruction ( ).,. ; //?//5
4 I £
Office use only
Entered in: @ Banner (1 C&A Database O Log File
‘}V-Jl' % l}mfiﬂ

Office of Curriculum & Assessment 10/3/2017 http://www.wccnet.edu/departments/curriculum
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Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2017

High Demand Occupation High Skill Occupation High Wage Occupation

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:
Eastern Michigan University, BS degree (applies to the Law Office Administration and Medical Administrative Assistant

concentrations).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
http://www.wcenet.edu/curriculum/articulation/levelone/colleges/.

Minimum Concentration Credits Required for the Program: 64
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration

or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

Administrative Assistant (ADMA 65 credits]

BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Writing Elective(s)* 4

4

Math Elective(s)

S mester

ACC 100 or Accounting Practices for Business

ACC 111 Principles of Accounting I 3

BOS 157 Word Processing and Document Formatting I 3

BOS 184 Spreadsheet Software Applications I 3
3

Arts/Human. Elective(s)

BM o Business on the Internet

BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3

3

Speech Elective(s)**

BMG 207 " Business Communication 3
BOS 182 Database Software Applications 3
BOS 208 Desktop Publishing for the Office 3

3

Nat. Sci. Elective(s)

31 ) QuickBooks Software

ACC 1
BOS 230 Electronic Forms Design 3
BOS 250 Office Administration 4

3

Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 65

Thursday, February 23, 2017 2:22:33 p.m. Page 1 of 3
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Law Office Administration (LAWA 65 credits

BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4
Writing Elective(s)* 4

ACC 111 Principles of Accounting I

3

BOS 157 Word Processing and Document Formatting 1 3
BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3

CJT130 Introduction to Paralegal Studies

3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3
3

Speech Elective(s)**

Fourth S

BMG 111  Business Law I

BMG 155 Business on the Internet 3
BOS 182 Database Software Applications 3
Nat. Sci. Elective(s) 3

BMG 207 Business Communication 3
BOS 250 Office Administration 4
CIT 154 Everyday Law I: Law and Civil Liberties 3

Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 65

Medical Administrative Assistant (MEDA 64 credits

BOS 101C - Advanced Keyboarding

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4

4

Writing Elective(s)*

BOS 157 Word Processing and Document Formatting I

3
BOS 184 Spreadsheet Software Applications I 3
HSC 124 Medical Terminology 3
BIO 109 or Essentials of Human Anatomy and Physiology
BIO 111 Anatomy and Physiology - Normal Structure and Function 4-5

BOS 20 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3
MBC 223 Medical Office Procedures 3

Speech Elective(s)** 3

Arts/Human. Elective(s)

3
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
MBC 224 Medical Insurance and Reimbursement 4

Thursday, February 23, 2017 2:22:33 p.m. Page 2 of 3
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S 12 - Database Software Applications

BO :
PHL 244 Ethical and Legal Issues in Health Care 8
HSC 131 CPR/AED for the Professional Rescuer and First Aid 1

3

Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 64

Office Management (OFMG 67 credits

BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4

4

Writing Elective(s)*

Second Semestear
ACC 100 Accounting Practices for Business

3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
BOS 230 Electronic Forms Design 3
3

Arts/Human. Elective(s)

ACC 110 Payroll Accounting 2
BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3

Speech Elective(s)** 3

BMG 200  Relationship Skills in the Workplace

'

BMG 207 Business Communication 3
BOS 182 Database Software Applications 3
Nat. Sci. Elective(s) 3

BMG 240 — Human Resources Management

BMG 279 Performance Management 3

BOS 250 Office Administration 4
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 67

Minimum Credits Required for the Program: 64

Notes:

*ENG 111 is recommended.
**COM 101 is recommended.

Thursday, February 23, 2017 2:22:33 p.m, Page 3 of 3



WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: Program Name: Business Office Administration Effective Term: Fall 2017

APBOAD with MEDA
Division Code: BCTD Department: Business

Directions:
1. Attach the cutrent program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive natrative changes can be included on
a separate sheet.
3. Check the boxes below for each type of change being proposed. Changes to coutses, discontinuing a coutse, or adding

new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

[ Review [ |Program admission requitements

DXRemove course(s): MBC 185, HSC 115 and BIO 102 [“lContinuing eligibility requirements

XJAdd course(s): PHL 244 and BOS 284 [[] Program outcomes

[ |Program title (title was ) [JAccreditation information

[ Description [ |Discontinuation (attach ptogtam discontinuation

[ Type of award plan that includes transition of students and timetable
[ JAdvisors for phasing out courses)

[ JArticulation information [|Other

Show all changes on the attached page from the catalog.

Rationale for ptoposed changes or discontinuation:
Courses being inactivated or no longer required in the program.

Financial/staffing/equipment/space implications:
N/A

List departments that have been consulted regarding their use of this program,
Health Sciences

Signatures:

Reviewer Print Name —~ Sigmatuse , Date
Initiato Joyce Jenkins wa&z\w 1/ 26]17
Department Chair Julianne Davies (g p._,u M,L /. ')z,/ 7
| [20]i7

Vice President for Instruction William Abernethy \ ,Z/ ,ZO// 7
& /

President ")

1.3 ! |
Do not write in shaded area, Entered in: Banner C&A If)amluisciéﬂl}l,J Log File <] ﬂﬂj Board Approval _/V/ A
WO

A
?
=

Division Dean/Administrator Kimberly Hurns

Please submit completed form to the Office of Curriculum and Assessment (SC 257).

dmL cxgé
Office of%urrl l;‘d‘ﬁ%& Assessment http://www.wccecnet.edu/departments/curriculum
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ACADEMICS

Business Office Administration (APBOAD)

Associate in Applied Science Degree 2014 -2015 2015-2016 2016 - 2017

Description

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop
publishing, presentation software, accounting, and database software. Students will also gain broader skills through completion of the general
education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation
Eastern Michigan University, BS degree (applies to the Law Office Administration and Medical Administrative Assistant concentrations).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
www.weonet edufeurriculumn/ardiculation/levelone/colleges/

Contact Information

Division: Business/Computer Technologies
Department: Business Office Systems Dept

Advisors: Joyce Jenkins
Sandro Tuccinardi

Requirements
(Items marked in are available online,)

Select a concentration for requirements and total credits required for program.
» Administrative Assistant (ADMA)

» Law Office Administration (LAVA)

- Medical Administrative Assistant (MEDA)

First Semester

Class Title Credits
Advanced Keyboarding 1
105106 Electronic Planning, Sharing and Organization 3
Personal Management Application and Internet Resources 2
Elective(s) Math 4
Elective(s) Writing * 4
Total 14
Second Semester BIO \ o8 or RO \\\ C G- 5 C/V)
Class Title Credits
Word Processing and Document Formatting | 3
BOS 184 Spreadshest Software Applications | 3
HSC124  Medcel Tamincogy |
Third Semester
Class Title Credits
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting Il 3
g vCS C;i’%uy 3 Spreadsheet Soltware Applicahns IT
MBC 223 Medical Office Procedures 3
Elective(s) Speech ** 3

1/26/2017 1:09 PM
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Total

Fourth Semester 'E{QC‘HU{"A?')(S% H UWH:\% (3)
Class Title Credits Mﬁ%ﬂ%)o lOﬁ%

o Ay

BI‘O'?DB or Essentials of Human Anatomy and Physiology d
s T Moue o &An

BIO 111 Anatomy and Physiology - Normal Structure and Function
BMG 155 Business on.the Internet 3 SW QJW
3

BMG 207 Business Communicalion

MBC 224 Medical Insurénce and Reimbursement 4

Total },«s’/ { 6
Fifth Semester

Class Title ?\,\/ L 9 L\ (a\ — (E/%‘\C% . C %) Credits

BOS 182 Database Software Applications 3
AP Glinloalk CHUFEE -G M oal-Ass @

HSC 131 CPR/AED for the Professlonal Rescuer and First Aid 1

Elective(s) Social and Behavioral Science 3 D

Total P e /

Total Credits Required: 63 -

» Office Management (OFMG)
(Q AJ( - [Q

Footnotes

*ENG 111 is recommended.
**COM 101 is recommended.

Home / Academics / Services / Activities / News & Events / About Us / Contact Us / Jobs Feedback & Suggestions / Social Media Directory
© 2017 Washtenaw Community Caliege, 4800 E. Huron River Drive, Ann Arbor, Ml 48105-4800, 734-973-3300 Notice of Nondiscrimination

20f2 1/26/2017 1:09 PM
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Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2016

High Demand Occupation High Skill Occupation High Wage Occupation

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.
Articulation:
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
www.wccnet.edu/departments/curriculum/articulation.php?levelone=colleges

Minimum Concentration Credits Required for the Program: 63
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration

or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

Administrative Assistant (ADMA 65 credits

BOS 101C Advanced Keyboarding

1

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Writing Elective(s)* 4

4

Math Elective(s)

ACC 100 or Accounting Practices for Business

ACC111 Principles of Accounting I 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3

Arts/Human. Elective(s) 3

BMG 155 Business on the Internet

3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3
3

Speech Elective(s)**

Business Communication

BMG 207 3
BOS 182 Database Software Applications 3
BOS 208 Desktop Publishing for the Office 3

Nat. Sci. Elective(s) 3

ACC 131 Accounting Information Systems 3
BOS 230 Electronic Forms Design 3
BOS 250 Office Administration 4

3

Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 65

Wednesday, March 30, 2016 4:0:50 p.m. Page 1 of 3
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Law Office Administration (LAWA 65 credits

BOS 101C Advanced Keyboarding

1

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4

4

Writing Elective(s)*

ACC111 Principles of Accounting I

)

BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3

CJT 130 Introduction to Paralegal Studies

3

BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 Spreadsheet Software Applications II 3
Speech Elective(s)** 3

BMG 111 Business Law I

3

BMG 155 Business on the Internet 3
BOS 182 Database Software Applications 3
Nat. Sci. Elective(s) 3

BMG 207 Business Communication

3
BOS 250 Office Administration 4
CIT 154 Everyday Law I: Law and Civil Liberties 3
Soc. Sci. Elective(s) 3
Minimum Credits Required for the Concentration or Option: 65
Medical Administrative Assistant (MEDA 63 credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4
4

Writing Elective(s)*

BOS 157 Word Processing and Document Formatting I

3

BOS 184 Spreadsheet Software Applications I 3
HSC 124 Medical Terminology 3
Arts/Human. Elective(s) 3

BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
MBC 185 Medical Computer Skills and Electronic Health Records 3
MBC 223 Medical Billing and Coding 3
3

Speech Elective(s)**

BIO 102 or Human Biology

BIO 109 or Essentials of Human Anatomy and Physiology

BIO 111 Anatomy and Physiology - Normal Structure and Function 4-5
BMG 155 Business on the Internet 3
BMG 207 Business Communication 3
MBC 224 Medical Insurance and Reimbursement 4

Wednesday, March 30, 2016 4:0:50 p.m. Page 2 of 3
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BOS 182 Database Software Applications

3

HSC 115 Clinical Procedures for Administrative Medical Assistants 2
HSC 131 CPR/AED for the Professional Rescuer and First Aid 1
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 63

Office Management (OFMG 67 credits

BOS 101C Advanced Keyboarding

1

BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4

Writing Elective(s)* 4

ACC 100 Accounting Practices for Business 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
BOS 230 Electronic Forms Design 3
Arts/Human. Elective(s) 3

ACC 110 Payroll Accounting 2
BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3

Speech Elective(s)** 3

M 200 Relationship Skills in the Workplace

3
BMG 207 Business Communication 3
BOS 182 Database Software Applications 3
3

Nat. Sci, Elective(s)

BMG 240 Human Resources Management

BMG 279 Performance Management 3

BOS 250 Office Administration 4
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 67

Minimum Credits Required for the Program: 63

Notes:

*ENG 111 is recommended.
**COM 101 is recommended.

Wednesday, March 30, 2016 4:0:50 p.m. Page 3 of 3
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WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

.

Program Code: APBOAD Program Name: Business Office Administration Effective Term: 201609

Division Code: BCT Department: Business

Directions: 4
1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made. ’

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included
on a separate sheet. i

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding ;';';
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but -
should be submitted at the same time as the program change form.

Requested Changes:

CIReview [ Program admission requirements

XIRemove course(s): __BOS 175 [ ]Continuing eligibility requirements

[JAdd cours.e(s): ' [] Program outcomes

DPtograllm.tltle (title was ) [JAccreditation information

[IDescription [IDiscontinuation (attach program discontinuation
DTYIN? of award plan that includes transition of students and timetable
[CJAdvisors for phasing out courses)

[JArticulation information [(JOther

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation:
BOS 175 being inactivated in the fall of 2016. Students completing the Medical Administrative Assistant (MEDA) option will then be
required to complete BMG 207 (Business Communication), which is already listed within the MEDA option.

Financial/staffing/equipment/space implications:
N/A

List departments that have been consulted regarding their use of this program.

Signatures:

Reviewer Print Name Signature [ Date
Initiator Joyce Jenkins (\ OKML’\ MA\AM L/ | l | é’
Department Chair Julianne Davies ' ﬂ— V/(, /e
Division Dean/Administrator Kimberly Hurns / L/VJ Z / /8 // ©

=
Vice President for Instruction Michael Nealon / /
President
Do not write in shaded ar¢a. :Entered in: Banner. C&ADatabase________ LogFile _______ Board Approval

Please submit completed form to the Office of Curriculum and Assessment (SC 257).

Office of Curriculum & Assessment http://www.wccecnet.edu/departments/curriculum
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ACADEMICS

Business Office Administration (APBOAD)

Associate in Applied Science Degree 2013-2014 2014-2015 2015-2016

Description

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop
publishing, presentation software, accounting, and database software. Students will also gain broader skills through completion of the general
education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
www.wcenet.edu/departments/curriculum/articulation. php?levelone=colleges

Contact Information

Division: Business/Computer Technologies
Department: Business Office Systems Dept
Advisors: Joyce Jenkins
Sandro Tuccinardi

Requirements
(Items marked in orange are available online.)

Select a concentration for requirements and total credits required for program.
» Administrative Assistant (ADMA)

» Law Office Administration (LAWA)

- Medical Administrative Assistant (MEDA)

First Semester

Class Title Credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Intemnet Resources 2
Elective(s) Math 4
Elective(s) Witing * 4
Total 14

Second Semester

Class Title Credits
BOS 157 Word Processing and Document Formatting | 3
BOS 184 Spreadsheet Software Applications | 3
HSC 124 Medical Terminology 3
Elective(s) Arts and Humanities 3
Total 12

Third Semester

Class Title Credits
BOS 185 Medical Computer Skills and Electronic Health Records 3
BQS 207 Presentation Software Applications 2
BOS 223 Medical Office Procedures 3
BOS 257 Word Processing and Document Formatting il 3
Elective(s) Speech ** 3

2/11/2016 11:02 AM
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* ~
' Total
Fourth Semester

Class Title
10 102 or  Human Biology

BIO 109 or Essentials of Human Anatomy and Physiology
10 111 Anatomy and Physiology - Normal Structure and Function
BMG 155 Business on the Internet

BMG 207 2’ Business Communication

http://www.wccnet.edu/academics/programs/view/program/ APBOAD/

14

Credits

~B0S 175 Medicat-OffteCommumeatom ——
BOQS 224 Medical Insurance and Reimbursement
Total

Fifth Semester

Class Title

BOS 182 Database Software Applications

HSC 115 Clinical Procedures for Administrative Medical Assistants
HSC 131 CPR/AED for the Professional Rescuer and First Aid
Elective(s) Social and Behavioral Science

Total

» Office Management (OFMG)
Footnotes

*ENG 111 is recommended.
**COM 101 is recommended.

Home / Academics / Services / Activities / News & Events / About Us / Contact Us / Jobs
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Credits

Total Credits Required: 62 -64

© 2016 Washtenaw Community College, 4800 E. Huron River Drive, Ann Arbor, M| 48105-4800, 734-973-3300
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i WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: APBOAD Program Name: Business Office Administration Effective Term: 201609

Division Code: BCT Department: Business

Directions:
1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included
on a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using 2 Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

[(JReview [JProgram admission requirements

DXRemove course(s): BOS 211 [JContinuing eligibility requirements

@Add course(s): CIT 130 D Program outcomes

[JProgram title (title was ) [JAccreditation information

[JDescription [IDiscontinuation (attach program discontinuation
[1Type of award ' plan that includes transition of students and timetable
[JAdvisors for phasing out courses)

[JArticulation information [JOther

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation:
The BOS 211 (Intro to Paralegal Studies) course was created prior to the AAPSPL (Paralegal Studies/Pre-Law) program
being developed. Course, being updated as CJT 130 (Intro to Paralegal Studies).
1y

Financial/staffing/equipment/space implications:
N/A

List departments that have been consulted regarding their use of this program.
Public Service Careers

Signatures:

Reviewer Print Name Jignature Date
Initiator Joyce Jenkins \\_\(\\( )\’&Q’\XQ I / / Q / / é
Department Chair Julianne Davies ép /“ ;

A b S—=T7]257

Division Dean/Administrator Kimberly Hurns {/ﬁw’_‘ / / Z ‘ P

— " ) 4

Vice President for Instruction Michael Nealon M\,é &%\M_SZ____A L/t 5 (L
’ v

President Ly
Do not write in shaded area. - Entered in: Banner &A Database

Log File __»~"__ Board Approval __,__M“ )

Please submit completed form to the Office of Curriculum and Assessment (SC 257).

\w‘“”

&\9}9/0 ga/ / .zf//l/ %f‘“
Offi¢e of Curriculum &/ Assessment http://www.wecenet.edu/departments/curriculum
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ACADEMICS

Business Office Administration (APBOAD)

Associate in Applied Science Degree 2013-2014 - 2014-2015 . 2015-2016

Description

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical skills in desktop
publishing, presentation software, accounting, and database software. Students will also gain broader skills through completion of the general
education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
www.wccenet.edu/departments/curriculum/articulation.php?levelone=colleges

Contact Information

Division: Business/Computer Technologies
Department: Business Office Systems Dept
Advisors: Joyce Jenkins
Sandro Tuccinardi

Requirements
(Items marked in orange are available online.)

Select a concentration for requirements and total credits required for program.
» Administrative Assistant (ADMA)
« Law Office Administration (LAWA)

First Semester

Class Title Credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BQOS 206 Personal Management Application and Internet Resources 2
Elective(s) Math 4
Elective(s) Writing * 4
Total 14

Second Semester

Class Title _ Credits
ACC 111 Principles of Accounting | 3
BOS 157 Word Processing and Document Formatting | 3
BOS 184 Spreadsheet Software Applications | 3
Elective(s) Arts and Humanities 3
Total 12

Third Semester

Class Title Credits
BOS 207 Presentation Software Applications 2
W Introduction to Paralegal Studies C’T/T \/%/D 3
BOS 257 Word Processing and Document Formatting 11 - 3
BOS 284 Spreadsheet Software Applications Il 3
Elective(s) Speech ** 3
Total 14

1of2 1/19/2016 11:29 AM
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Fourth Semester

Class Title

BMG 111 Business Law |

BMG 155 Business on the Internet

BOS 182 Database Software Applications
Elective(s} Natural Sciences

Total »

Fifth Semester

Class Title

BMG 207 Business Communication

BOS 250 Office Administration

CJT 154 Everyday Law I: Law and Civil Liberties
Elective(s) Social and Behavioral Science

Total

» Medical Administrative Assistant (MEDA)
» Office Management (OFMG)

Footnotes

*ENG 111 is recommended.
**COM 101 is recommended.

Home / Academics / Services / Activities / News & Events / About Us / Contact Us / Jobs

http://www.wcenet.edu/academics/programs/view/program/ APBOAD/

Total Credits Required:

© 2016 Washtenaw Community College, 4800 E. Huron River Drive, Ann Arbor, M} 48105-4800, 734-973-3300

Credits
3
3

12

Credits
3
4

13

65

Feedback & Suggestions | Social Media Directory
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%Y Washtenaw Community College ] o _ Office of Curriculum and Assessmen
Program Information Report

School of Business and Entrepreneurial Studies

Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own,
these programs can provide the foundation for success.

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates
generally prepare students for entry-level jobs.

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to
upgrade their positions at their places of employment.

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a
certificate, an advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours
from the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree.

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate (if one exists) and
General Education requirements.

nan Sff e aancing toah gh-le'vel'ainistrative or executive assistant position, these
programs can help you achieve your goals.

Thursday, February 20, 2014 3:25:42 p.m. Page 1 of 4
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Program Information Report

Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2014

High Demand Occupation High Skill Occupation High Wage Occupation

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:

Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
www.wcenet.edu/departments/curriculum/articulation.php?levelone=colleges

Minimum Concentration Credits Required for the Program: 63
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration
or Office Management.

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

First Semester (14 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Writing Elective(s)* 4
Math Elective(s) 4
Second Bemeaster {12 credits)
ACC 100 or Accounting Practices for Business
ACC 111 Principles of Accounting I 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
Arts/Human. Elective(s) 3
Third Semester (14 credits)
BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting 11 3
BOS 284 Spreadsheet Software Applications II 3
Speech Elective(s)** 3
Fourth Semester (12 credits)
BMG 207 Business Communication 3
BOS 182 Database Software Applications 3
BOS 208 Desktop Publishing for the Office 3
Nat. Sci. Elective(s) 3
Fifth Semester {13 credits)
ACC 131 Accounting Information Systems 3
BOS 230 Electronic Forms Design 3
BOS 250 Office Administration 4
Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 65

Thursday, February 20, 2014 3:25:42 p.m. Page 2 of 4
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First Semester

BOS 101C
BOS 106
BOS 206

Program Information Report

Advanced Keyboarding

Electronic Planning, Sharing and Organization

Personal Management Application and Internet Resources
Math Elective(s)

Writing Elective(s)*

Second Semester

ACC 111
BOS 157
BOS 184

Third Semester

BOS 207
BOS 211
BOS 257
BOS 284

Principles of Accounting I

Word Processing and Document Formatting I
Spreadsheet Software Applications I
Arts/Human. Elective(s)

Presentation Software Applications
Introduction to Paralegal Studies

Word Processing and Document Formatting 11
Spreadsheet Software Applications II

Speech Elective(s)**

Fourth Semester

BMG 111
BMG 155
BOS 182

Fifth Semester

BMG 207
BOS 250
CJT 154

Business Law I

Business on the Internet
Database Software Applications
Nat. Sci. Elective(s)

Business Communication

Office Administration

Everyday Law I: Law and Civil Liberties
Soc. Sci. Elective(s)

Minimum Credits Required for the Concentration or Option: 65

First Semester

BOS 101C
BOS 106
BOS 206

Advanced Keyboarding

Electronic Planning, Sharing and Organization

Personal Management Application and Internet Resources
Math Elective(s)

Writing Elective(s)*

Second Semester

BOS 157
BOS 184
HSC 124

Third Semester

BOS 185
BOS 207
BOS 223
BOS 257

Word Processing and Document Formatting I
Spreadsheet Software Applications I

Medical Terminology

Arts/Human. Elective(s)

Medical Computer Skills and Electronic Health Records
Presentation Software Applications

Medical Office Procedures

Word Processing and Document Formatting 11

Speech Elective(s)**

Fourth Semester

BIO 102 or
BIO 109
BMG 155
BMG 207 or
BOS 175
BOS 224

Human Biology

Essentials of Human Anatomy and Physiology
Business on the Internet

Business Communication

Medical Office Communication

Medical Office Insurance and Billing

Thursday, February 20, 2014 3:25:42 p.m.
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Fifth Semester {9 credits)
BOS 182 Database Software Applications 3
HSC 115 Clinical Procedures for Administrative Medical Assistants 2
HSC 131 CPR/AED for the Professional Rescuer and First Aid 1

Soc. Sci. Elective(s) 3

Minimum Credits Required for the Concentration or Option: 62

First Semester (14 credits)
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Personal Management Application and Internet Resources 2
Math Elective(s) 4
Writing Elective(s)* 4
Second Semester (14 credits)
ACC 100 Accounting Practices for Business 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
CIS 117 Windows Operating System 2
Arts/Human. Elective(s) 3
Third Semester (13 credits)
ACC 110 Payroll Accounting 2
BMG 155 Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
Speech Elective(s)** 3
Fourth Semester {12 credits)
BMG 200 Relationship Skills in the Workplace 3
BMG 207 Business Communication 3
BOS 182 Database Software Applications 3
Nat. Sci. Elective(s) 3
Fifth Semester (13 credits)
BMG 240 Human Resources Management 3
BMG 279 Performance Management 3
BOS 250 Office Administration 4
Soc, Sci. Elective(s) 3
Minimum Credits Required for the Concentration or Option: 66
Minimum Credits Required for the Program: 63

Notes:

*ENG 111 is recommended.
**COM 101 is recommended.

Thursday, February 20, 2014 3:25:42 p.m. Page 4 of 4



L WASHTENAW COMMUNITY COLLEGE
I(’ROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: APBOAD Program Name: Business Office Administration — Effective Term: Fall 2014
MEDA Option

Division Code: BCTD Department: Business Office Systems

Directions:
1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.
3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, ot adding

new courses as part of the proposed program change, must be approved separately using a Mastet Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

[JReview [JProgram admission requirements

XIRemove course(s): _ HIT 101 []Continuing eligibility requirements

XJAdd course(s): HSC 124 [[] Program outcomes

[JProgram title (title was ____) [JAccreditation information

[[IDescription [IDiscontinuation (attach program discontinuation
[1Type of award plan that includes transition of students and timetable
[CJAdvisors for phasing out courses)

[JArticulation information []Other

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation:
HSC 124 is the replacement course for HIT 101, which will be discontinued in the fall of 2014.

Financial/staffing/equipment/space implications:
No changes in or additional staffing/equipment/space resources required.

List departments that have been consulted regarding their use of this program.
N/A

_Signatures:

Reviewer Print Name (1\ (\ Signature Date
Initiator Joyce Jenkins r\\\bﬂmmm\ > \ \ZU\ l (3]
Department Chair Joyce Jenkins TN \ IZC /14
Division Dean/Administrator Rosemary Wilson L /}7 (¢

2//77“—%

President Rose Bellanca ,
Do not write in shaded area. Entered in: Banner. C&ADnubane_%[Z’llg’ Log File Z/_%_B'oatd Approval

Please submit completed form to the Office of Curriculum and Assessment and email an electronic copy to ggh_g@mn_e_t._e_d_u for
posting on the website.

e

Vice President for Instruction Bill Abernethy

b lngoed 1fosls S

Ofﬂce of Curriculum & Assessment http://iwww.wccenet.edu/departments/curriculum
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Program Information Report

Business Office Administration (APBOAD)
Associate in Applied Science Degree
Program Effective Term: Fall 2013

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Articulation:
Eastern Michigan University, BS degree (only applies to the Law Office Administration concentration).

Copies can be obtained from the Counseling Office, a program advisor, or from the Curriculum and Assessment Office Web site:
www.wcenet.edu/departments/curriculum/articulation.php?levelone=colleges

Minimum Concentration Credits Required for the Program: 63
Complete one of the following concentrations: Administrative Assistant, Medical Administrative Assistant, Law Office Administration

or Office Management,

The Law Office Administration (LAWA) concentration should not be regarded as a paralegal certification program and is intended
solely for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

Business Office Administration Concentrations

Administrative Assistant (ADMA

BOS 101C Advanced Keyboarding 1
BOS 106 . . Electronic Planning, Sharing and Organization 3
BOS 206 Scheduling and Internet Office Applications 2
0 Writing Elective(s)* 4

4

Math Elective(s)

ACC 100 or . Accounting Practices for Business

ACC 111 _ Principles of Accounting I 3

BOS 157 '+ ' Word Processing and Document Formatting I 3

BOS 184 Spreadsheet Software Applications I 3
: 3

Arts/Human, Elective(s)

BMG 155 Business on the Internet 3
BOS 207 % Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3
BOS 284 - +:: . ‘Spreadsheet Saftware Applications I1 g

Speech Elective(s)**

BMG 207 - . Business Communication 3
BOS 182 _ Database Software Applications 3
BOS 208 i+ - Desktop Publishing for the Office g

Nat. Sci. Elective(s)

ACC 131 1 Accounting Information Systems 3
BOS 230  FElectronic Forms Design 3
BOS 250 "' Office' Administration 11 g

Soc. Sci. Elective(s)

‘Concentration or Option: - 65

Minimum Credits'Reqiired

Friday, Aprii 5, 2013 11:19:16 a.m,
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Program Information Report

Law Office Adnumisieation (LAWA

BOS 101C - .:Advanced Keyboarding

BOS 106 Electronic Planning, Sharing and Organization
BOS 206 ..+ ' Scheduling and Internet Office Applications
Math Elective(s)
Writing Elective(s)*

D AN W

ACC 111 Principles of Accounting I
‘Word Processing and Document Formatting I
Spreadsheet Software Applications I
Arts/Human, Elective(s)

Wwww

BOS 207 Presentation Software Applications 2
BOS 211 . .. Introductionito Paralegal Studies 3
BOS 257 Word Processing and Document Formatting II 3
BOS 284 ; Spreadsheet Software Applications 11 3

Speech Elective(s)** 3

BMG 111 i Business Law ] - 3
BMG 155  Business on the Internet 3
BOS 182 i Database Software Applications 3

Nat. Sci. Elective(s) 3

BMG 207 - ' Business Communication 3
BOS 250 Office Admlnlstratlon II 4
CIT 154 ..Everyday LawiLaw and Civil Liberties 3

3

Soc. Sci. Elective(s)

Minimum: Crédli s:Concentration or Option: 65

Medical Adminisbrative Aasiniont (MEDA 63 credits

BOS 101C " Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 . - . Scheduling:and Internet Office Applications 2
Math Elective(s) 4

4

. Writing Elective(s)*

BOS 157 Word Processing and Document Formatting 1 3
BOS 184 - Spreadsheet Software Applications I 3
HIT 101 Healthcare Terminology for the Health Information Technology Professional 3

3

Arts/Human;Elective(s)

BOS 185 Medical Computer Skills and Electronic Health Records 3
BOS 207 ' . 'Presentation Software Applications 2
BOS 223 Medical Office Procedures 3
BOS 257 . .Word Pracessing and Document Formatting 11 :;

Speech Elective(s)**

prr

Human Biology ¥

BIO 102 or i

BIO 109 ‘ Essentials of Human Anatomy and Physiology 4
BMG 155 © i Blsiness ori'the' Internet e i 3
BMG 207 or Business Communication

BOS 175 :.Medical Office Communication 2-3
BOS 224 Medical Office Insurance and Billing 4

Friday, April 5, 2013 11:19:16 a.m.
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BOS 182 . Database Software Applications 3
HSC 115 Clinical and Lab Procedures for Office Assistants 3
HSC 131 CPR/AED for the:Professional Rescuer and First Aid 1

Soc. Sci, Elective(s) 3

Minimum CreditsReéqiilred fof the Concéntration or Option: 63
66 credits
BOS 101C . " 'Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 : Scheduling:and Internet Office Applications 2
Math Elective(s) 4
Writing:Elective(s)* 4

ACC 100 _ Accounting Practices for Business 3
BOS 157 Word Processing and Document Formatting I 3
BOS 184 Spreadsheet Software Applications I 3
CIS 117 - .. Windows Qperating System 2

Arts/Human. Elective(s) 3

ACC 110 Payroll'Accounting 2
BMG 155 _ Business on the Internet 3
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting II 3

Speech Elective(s)** 3

BMG 200 ~ Human Relations in Organizations 3
BMG 207 . . .- Blsiness Communication 3
BOS 182 Database Software Applications 3

s 3

Nat. Scl. Elective(s)

BMG 240 Human Resources Management 3

BMG 279 ... ' PerformanceManagement 3

BOS 250 Office Administration II 4
Soc, Sci. Elective(s) 3

Minimam'Credits Required foEthe Concentration or Option: 66

Minimum Credits Required for the Program: 63

Notes:

*ENG 111 is recommended.
**COM 101 is recommended.

Friday, April 5, 2013 11:19:16 a.m,



WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: APAATD Program Name: Administeative Assistant Teehnology Effective Term: Fall 2013

APBOAD Business Office Administration
Division Code: BCTD Department: Business Office Systems
Directions:

1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.
2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:
DX Program title (was Administrative Assistant

Administrative Assistant Concentration 3 . . .
Technology ) to Business Office Administration

[ JReview
DJRemove course(s): BOS 107 and BOS 225 L
D S
XJAdd course(s): BMG 155, ACC 100 or ACC 111, and ACC Description
|:|Type of award

131 [ ]Advisors
[JArticulation information

Law Office Administration Concentration
DJRemove course(s): BOS 107 and BOS 225
XAdd course(s): ACC 111, BMG 155 or BOS 284

Show all changes on the attached page from the catalog.

[_]Program admission requirements

Medical Administrative Assistant Concentration [ ]Continuing eligibility requirements

DARemove course(s): BOS 225, BOS 107, BOS 210, HSC 101 [] Program outcomes

DXIAdd course(s): BMG 155 or BOS 184, BOS 250, BOS 175, [JAccreditation information

BOS 185, HIT 101 [IDiscontinuation (attach program discontinuation
plan that includes transition of students and timetable

New Office Management Concentration for phasing out courses)

DJAdd course(s): ACC 100, ACC 110, BOS 182, BOS 207, BOS  [X]Other Add new Office Management option
250, BMG 200, BMG 240, BMG 279, CIS 117

Rationale for proposed changes or discontinuation:

Program being revised to

1. Assure that all CTADA courses are included in the associate degree program.
2. Program name updated to encompass new Office Management option.

3. BOS 107 and 225 being inactivated.

Financial/staffing/equipment/space implications:

No additional staffing, equipment, or space requirements are contemplated.

List departments that have been consulted regarding their use of this program.

Business Department

ﬁ%@’ 3503 Sy

Offiop/of Curriculum & essment http://www.wccnet.edu/departments/curriculum
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Reviewer Print Name e /Sighgture | Date
Initiator Joyce Jenkins \:-' UU\W 3 -\\-\3
Department Chair Joyce Jenkins Q%()\/Z\fib“) @,J\JQ‘/{/V\/) > \\ - \3
Division Dean/Administrator Rosemary Wilson < : B3
Vice President for Instruction Wi iam A’&(X net h\! / [ 7,%75\(\ d.10-13
President >

Il ¢
Do not write in shaded area. Entered in: Banner C&A Database_ R \\\Y? Log File _A ﬂ‘ 'ﬁ/ Board Approval
Please submit completed form to the Office of Curriculum and Assessment and email an Mronic copy to sjohn@wccnet.edu for
posting on the website.




Administrative Assistant Option Law Office Administration Option Medical Administrative Assistant Option Office Management Option
Gen Ed General Education Gen Ed General Education Gen Ed General Education Gen Ed General Education
Writing ENG 111 recommended 4 Writing, ENG 111 recommended 4 Writing, ENG 111 recommended 4 Writing, ENG 111 recommended 4
Speech COM 101 recommended 3 Speech COM 101 recommended 3 Speech COM 101 recommended 3 Speech COM 101 recommended 3
Mathematics | Any approved math course 4 Mathematics Any approved math course 4 Mathematics JAny approved math course 4 Mathematics |Any approved math course 4
Natural Sci Any approved Nat Sci course 3 Natural Sci Any approved Nat Sci course 3 Natural Sci BIO 102 or BIO 109 Required 4 Natural Sci Any approved Nat Sci course 3
Soc Sci Any Soc/ Beh Science 3 Soc Sci Any Soc/ Beh Science 3 Soc Sci Any Soc/ Beh Science 3 Soc Sci Any Soc/ Beh Science 3
Art/Hum Any Art/Hum course 3 Art/Hum Any Art/Hum course 3 Art/Hum Any Art/Hum course 3 Art/Hum Any Art/Hum course 3
BOS 106 Electronic .Plafmmg, sharing 3 BOS 106 Electronic 'Plafmmg, sharing 3 BOS 106 EICCtr(?nlCh Planning,. sharing and 3 BOS 106 Electronic 'Plafmmg, sharing 3
and Organization and Organization Organization and Organization
23 23 24 23
CTADA Cert CTADA Cert CTADA Cert CTADA Cert
BMG 155 Business on the Internet 3 BMG 155 Business on the Internet 3 BMG 155 Business on the Internet 3 BMG 155 Business on the Internet 3
T T
BMG 207 Business Communication 3 BMG 207 Business Communication 3 BMG 207 or 207) Fer 2-3 BMG 207 Business Communication 3
BOS 175 Aad Qffica Como (RAS 175 A rel
BOS 101C Advanced Keyboarding 1 BOS 101C Advanced Keyboarding 1 BOS 101C Advanced Keyboarding 1 BOS 101C Advanced Keyboarding 1
Wi i i i D Word P i
BOS 157 ord Processing a.nd 3 BOS 157 Word Processing a‘nd 3 BOS 157 Word Pl.'ocessmg and Document 3 BOS 157 ord Processing a_nd 3
Document Formatting 1 Document Formatting I Formatting I Document Formatting |
BOS 184 Spreédsheet Software 3 BOS 184 Sprez?dsh'eet Software 3 BOS 184 Spreadsheet Software Applications 3 BOS 184 Sprez?dsh_eet Software 3
Applications | Applications I 1 Applications |
BOS 206 S{heduhng ?ndAIntemet 2 BOS 206 Sche(Aiuh_ng and Internet Office 5 BOS 206 Schet.:lullvg and Internet Office 3 BOS 206 Scheduling :_md'lmemet 5
Office Applications Applications Applications Office Applications
1 i i Word P i d
BOS 257 Word Processing arld 3 BOS 257 Word Processing a.nd 3 BOS 257 Word Pfocessmg and Document 3 BOS 257 ord Processing afl 3
Document Formatting I1 Document Formatting 11 Formatting I1 Document Formatting I1
CTADA Total Credits Required 18 CTADA Total Credits Required 18 CTADA Total Credits Required 17-18 CTADA Total Credits Required 18
Administrative Assistant Option Law Office Administration Option Medical Administrative Assistant Option Office Mangement Option
Vi Fund tals of A ti
BOS 182 Database Software 3 ACC 111 Principles of Accounting I 3 805175%  [Medicatomicec ACC 100 undamentals of Accounting 3
Applications =
Bos2o7  [Frescriation Software 2 BMG 111 Business Law | 3 BOS 182 [Database Software Appliations 3 AcC 110 |Payroll Accounting 2
Applications
ishi i icati i Database Soft:
BOS 208 Desktop Publishing for the 3 BOS 182 Dalat.)ase. Software 3 BOS 185 Medical .Commumcanon Skills and 3 BOS 182 al a-ase oftware 3
Office Applications Electronic Health Records Appliations
i L Presentation Softw;
BOS 230 Electronic forms Design 3 BOS 207 Prese_ntat'mn Software 2 BOS 207X’ Presentation Software Applications 2 BOS 207 rese'n anon oltware 2
Applications Applications
BOS 250 Office Administration 4 BOS 211 Isr::]r;)i&ilsxctmn to Paralegal 3 BOS 223 Medical Office Procedures 3 BOS 250 Office Administration 4
i H Relations i
BOS 284 Spreadsheet Software 3 BOS 250 Office Administration 4 Bos 224 |Medical Office Insurance and 4 BMG 200 uman Relations in 3
Applications 11 Billing Organizations
ACC 10 i fe H R (v
00t Accounting 3 CIT 15 Everyday Law 3 HIT 101 ‘He"‘“hcf‘“"‘ Terminology for the HIT} BMG 240 uman Resource§ 3
111 Professional Management
ACC 131 Accounting Information 3 BOS 284 Sprez?dsh.eet Software 3 HSC 115 Clinical & .Lab Procedures for 3 BMG 279 Performance Management 3
Systems Applications I1 Office Assistants
. . CPR/AED for the Professional
Law Office Total Credits Required 24 HSC 131 Rescuer & First Aid 1 1S 117 Windows Operating System 5
Admin Assist ] Total Credits Required 24 Total Credits Required 65 Medical AdmirjTotal Credits Required 22 Office Mgmt {Total Credits Required 25
Total Credits Required 65 Total Credits Required 63 - 64 Total Credits Required 66

ROS 79 (3 cred 1)

NG A07 (3 coedrts




Business Office Administration
Administrative Assistant Option (ADMA)

2013 - 2014 Program Year
First Semester
. Semester i
Class Title Completed c::::L Credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Scheduling and Internet Office Applications 2
Writing ENG 111 recommended 4
Mathematics | Any approved math course 4
Total Credits 14
Second Semester
Art/Hum Any approved Art/Hum course
BOS 157 Word Processing and Document Formatting |
BOS 184 Spreadsheet Software Applications |
A 100 | s ree aective.
or 3
ACC111 Principals of Accounting |
Total Credits 12
Third Semester
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting I| 3
BOS 284 Spreadsheet Software Applications II 3
BMG 155 Business on the Internet 3
Speech COM 101 recommended 3
Total Credits 14
Fourth Semester
Nat Science Any approved Natural Science course 3
BOS 182 Database Software Applications 3
BOS 208 Desktop Publishing for the Office 3
BMG 207 Business Communication 3
Total Credits 12
Fifth Semester
Social Science | Any approved Social/Behavioral Science course 3
* ACC 131 fcfl-counting Information Systems 3
ransfers as a free elective
BOS 230 Electronic Forms Design
BOS 250 Office Administration
Total Credits 13
Total Credits Required 65




Business Office Administration
Law Office Administration Option (LAV\/AB

2013 ~- 2014 Program Year

First Semester

. Semester i
Class Title Completed GF:ZZIe Credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Scheduling and Internet Office Applications 2
Writing ENG 111 recommended 4
Mathematics | Any approved math course 4
Total Credits 14
Second Semester
Art/Hum Any approved Art/Hum course 3
BOS 157 Word Processing and Document Formatting | 3
BOS 184 Spreadsheet Software Applications | 3
ACC111 Principals of Accounting | 3
Total Credits 12
Third Semester
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting I 3
BOS 284 Spreadsheet Software Applications Il 3
BOS 211 Introduction to Paralegal Studies 3
Speech COM 101 recommended 3
Total Credits 14
Fourth Semester
Nat Science | Any approved Natural Science course 3
BOS 182 Database Software Applications 3
BMG 155 Business on the Internet 3
BMG 111 Business Law | 3
Total Credits 12
Fifth Semester

Social Science | Any approved Social/Behavioral Science course 3
BMG 207 Business Communication 3
CT154 | Everyday Law 3
BOS 250 Office Administration 4
Total Credits 13

Total Credits Required 65




Business Office Administration
Medical Administrative Assistant Option (MQ)A}

2013 - 2014 Program Year
First Semester
. emester i
Class Title Csompleted ;:ZZL Credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Scheduling and Internet Office Applications 2
Writing ENG 111 recommended 4
Mathematics | Any approved math course 4
Total Credits 14
Second Semester
Art/Hum Any approved Art/Hum course 3
BOS 157 Word Processing and Document Formatting | 3
BOS 184 Spreadsheet Software Applications | 3
HIT 101 Healthcare Terminology for the HIT Professional 3
Total Credits 12
Third Semester
BOS 185 Medical Computer Skills & Elect Health Records 3
BOS 207 Presentation Software Applications 2
BOS 223 Medical Office Procedures 3
BOS 257 Word Processing and Document Formatting 1l 3
Speech COM 101 recommended 3
Total Credits 14
Fourth Semester
Nat Science BIO 102 or BIO 109 Required
BMG 155 Business on the Internet
BOS 224 Medical Office Insurance and Billing 4
BMG 207 Business Communication (3 credits)
or 2-3
BOS 175 Medical Office Communication (2 credits)
Total Credits 13-14
Fifth Semester
Social Science | Any approved Social/Behavioral Science course 3
HSC 115 Clinical & Lab Procedures for Office Assistants 3
HSC 131 CPR/AED for the Professional Rescuer & First Aid 1
BOS 182 Database Software Applications 3
Total Credits 10
Total Credits Required 63-64




Business Office Administration

Office Management Option

(OFME)

2013 - 2014 Program Year

First Semester

. Semester i
Class Title Completted ;:::L Credits
BOS 101C Advanced Keyboarding 1
BOS 106 Electronic Planning, Sharing and Organization 3
BOS 206 Scheduling and Internet Office Applications 2
Writing ENG 111 recommended 4
Mathematics | Any approved math course 4
Total Credits 14
Second Semester
Art/Hum Any approved Art/Hum course
BOS 157 Word Processing and Document Formatting |
BOS 184 Spreadsheet Software Applications |
*ACC 100 iundamentals of Accoun.ting i 3
transfers as a free elective
ClIs 117 Windows Operating System 2
Total Credits 14
Third Semester
BOS 207 Presentation Software Applications 2
BOS 257 Word Processing and Document Formatting Il 3
ACC 110 Payroll Accounting 2
BMG 155 Business on the Internet 3
Speech COM 101 recommended 3
Total Credits 13
Fourth Semester
Nat Science | Any approved Natural Science course 3
BOS 182 Database Software Applications 3
BMG 200 Human Relations in Organizations 3
BMG 207 Business Communication 3
Total Credits 12
Fifth Semester
Social Science | Any approved Social/Behavioral Science course 3
BMG 240 Human Resource Management 3
BMG 279 Performance Management 3
BOS 250 Office Administration 4
Total Credits 13
Total Credits Required 66




. WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

" Program Code: Effective Term: 2012-13

APAATD
Division Code: BCTD Department: Business Office Systems

Program Name: Administrative Assistant Technology

0P-14-12PQ2:

Directions:
1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

OReview
XRemove course(s): CIS 100

PJAdd course(s): BOS 106 Electronic Planning, Sharing, and
Organization

BOS 230 Electronic Forms Design

[[JProgram title (title was

[ ]Program admission requirements

[ ]Continuing eligibility requirements

[] Program outcomes

[JAccreditation information

[IDiscontinuation (attach program discontinuation

) plan that includes transition of students and timetable

[IDescription for phasing out courses)
EType of award X]Other Add New Program Option
Advisors

[(JArticulation information

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation: BOS 106 Electronic Planning, Sharing, and Organization is a new
course that has been added to the BOS curriculum for this coming academic year. The course focuses on collaboration using
MS OneNote, cloud computing, and various office productivity applications and is being substituted in place of CIS 100 as
the Computer Literacy requirement for this program. BOS 230 Electronic Forms Design is also a new course that is intended
to teach users how to prepare documents including electronic forms for end-user distribution, and is ideally suited for
students of the Administrative Assistant II Advanced Certificate. A new program option intended to create opportunities

for students to transfer into the undergraduate Paralegal Studies program at EMU is being added.

Financial/staffing/equipment/space implications:
No additional staffing, equipment, or space requirements are contemplated.

List departments that have been consulted regarding their use of this program.

N.A.
Signatures: o
Reviewer Print Name A ] Bigtature | _ Date

Initiator oyce Jenkins L',{D % M 2/ QJ D—
Department Chair oyce Jenkins CTJ_Q (2)(() gé&\ﬁ . 7 /S/ /)'
Division Dean/ Administrator Rosemary Wilson < ' U > l =Y /{ (5} /\ D
Vice President for Instruction Stuart Blacklaw 1 (-1(” ), . L/f{., e e 53 AZAZ

; P:efident . ’ Rose Bellanca , /i - o r/

‘D not write in shaded area. Entered in: Banner. e

X/ 17 Board Approval

C&A Dambase_?ﬂ Log Filé
Please submit completed form to the Office of Curriculum and Asdessment and emai arﬁk{tmmc copy to sjohn@wccnet.edu for
posting on the website.

&V /"‘(9 j;{:ucrarl/c/il/m/iAs” e#sment

http:/www.wccnet.edu/departments/curriculum
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%y Washtenaw Community College N Office of Curriculum and Assessment
Program Information Report

School of Business and Entrepreneurial Studies

Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own,
these programs can provide the foundation for success.

Washtenaw Community College offers programs at severai levels for students who want to begin new careers, or advance in their
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates
generally prepare students for entry-level jobs.

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to
upgrade their positions at their places of employment.

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a
certificate, advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours from
the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree.

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate and General
Education requirements.

Business Office Systems

Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these
programs can help you achieve your goals.

Friday, April 20, 2012 4:12:42 p.m. Page 1 of 3
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%y Washtenaw Community College ) ) Office of Curriculum and Assessment
Program Information Report

Administrative Assistant Technology (APAATD)
Associate in Applied Science Degree
Program Effective Term: Fall 2012

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

Complete the required courses in one of the following concentrations for Administrative Assistant, Medical Administrative Assistant or
Law Office Administration (13-15 credits).

Administrative Assistant Option (ADMA)

ACC 111 Principles of Accounting I

BOS 208 Desktop Publishing for the Office
BOS 250 Office Administration II

BOS 284 Spreadsheet Software Applications II

Medical Administrative Assistant Option (MEDA)

BOS 210 Medical Transcription

BOS 223 Medical Office Procedures

BOS 224 Medical Office Insurance and Billing

HSC 101 Healthcare Terminology

HSC 115 Clinical and Lab Procedures for Office Assistants
HSC 131 CPR/AED for the Professional Rescuer and First Aid

Law Office Administration (LAWA)

BMG 111 Business Law I

BOS 211 Introduction to Paralegal Studies
BOS 250 Office Administration II

CIT 160 Criminal Justice Constitutional Law

Note: The Law Office Administration (LAWA) option should not be regarded as a paralegal certification program and is intended solely
for those students considering transferring into the undergraduate Bachelor of Science in Paralegal Studies at Eastern Michigan
University. Interested students should consult the EMU-WCC articulation guide for information on course and program transferability.

BOS 101C Advanced Keyboarding 1
BOS 206 Scheduling and Internet Office Applications 2
ENG 111 Composition I 4
MTH 125 Everyday College Math 4
BOS 106 Electronic Planning, Sharing and Organization 3

Arts/Human. Elective(s) 3
BOS 107 Office Administration I 4
BOS 207 Presentation Software Applications 2
CIS 117 Windows Operating System 2

Select course(s) from a concentration: ACC 111; or BOS 210 and HSC 101; or BOS 211 3-4

BOS 157 Word Processing and Document Formatting I

3

BOS 184 Spreadsheet Software Applications I 3
COM 101 Fundamentals of Speaking 3
Select a course from an option: BOS 208 or BOS 223 or BMG 111 3

BOS 182 Database Software Applications 3
BOS 257 Word Processing and Document Formatting II 3
Nat. Sci Elective(s)* 3-4

BOS 225 Integrated Office Applications 3

Friday, April 20, 2012 4:12:42 p.m. Page 2 of 3
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% Washtenaw Community College ___Office of Curriculum and Assessment

Program Information Report

COM 102 or Interpersonal Communication
ENG 226 Composition II
Nat. Sci. Elective(s)
Elective Select course(s) from an option:nd BOS 284; or BOS 224; or CJT 160
Elective Select course(s) from an option: H and HSC 131; or BOS 250

Minimum Credits Required for the Concentration or Option:

Minimum Credits Required for the Program:
Notes:

*BIO 102 or BIO 108 is required for the Medical Administrative Assistant Option.

Friday, Aprit 20, 2012 4:12:42 p.m.

y
hPOWW

65

Page 3 of 3



WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: Effective Term: 201109

APAATD
Division Code: BCT

Program Name: Administrative Assistant Technology

Department: BOSD

Directions:
1. Attach the current program listing from the WCC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to coutses, discontinuing a course, ot adding
new courses as patt of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

[CJReview

XIRemove course(s): BOS 130, BOS 183 RBEO8275
XJAdd course(s): BOS 284, BOS 184

[ Program admission requirements
[[]Continuing eligibility requirements
[] Program outcomes

[(Program title (title was ____) [JAccreditation information

[JDescription [IDiscontinuation (attach program discontinuation
CIType of award plan that includes transition of students and timetable
[[JAdvisors for phasing out courses)

[CArticulation information

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation:
BOS 183 Spreadsheet Software Applications is being replaced by BOS 184 Spreadsheet Software Applications I. BOS 130

is being deactivated and being replaced by BOS 284 Spreadsheet Applications II. BOS 225 Integrated Office Applications is
being deactivated as much of the contgfit of BOS 225 is now bging covered in CIS 100 Introduction to Software
rave @ MM

Financial/staffing/equipment/space implications:
No changes in or additional staffing/equipment/space resources required.

[JOther

Applications.

List departments that have been consulted regarding their use of this program.

g

. . ‘ . .
Please submit completed form to the Office of Curriculum and Assessment and em4il/an electronic copy to sjohn@weccnet.edu for

posting on the website.

Office of Curriculum & Assessment

BOSD, CISD
_Signatures: .
Reviewer Print Name N\ [ Rigngture Date

Initiator Joyce Jenkins ‘\/XDUYULLK‘ ‘ 9 9‘8 / [ (
Department Chair Joyce Jenkins o( X y \ - n
Division Dean/Administrator Rosemary Wilson ’,‘ l%/ 74 ,g),-//u\,: ‘i/QSZ/;,
Vice President for Instruction Stuart Blacklaw - ‘J/( 2 X 4- ~ E‘% L/Z (?/ 7.
Presi ]

http://www.wccnet.edu/departments/curriculum
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¥ Washtenaw Community College ) Office of Curriculum and Assessment

Program Information Report

School of Business and Entrepreneurial Studies

Learn the fundamentals you will need to become a business leader or entrepreneur. These programs help you develop entry-level
skills in various aspects of business. Whether your goal is to make your place in an existing industry or branch out on your own,
these programs can provide the foundation for success.

Washtenaw Community College offers programs at several levels for students who want to begin new careers, or advance in their
existing careers. The first level is the certificate, which can vary from nine to thirty-six credits, depending on the field. Certificates
generally prepare students for entry-level jobs.

After completing a certificate, students can progress to the next level, the advanced certificate. The credit hours required for these
programs also vary. This type of certificate provides a more specialized level of skill development, and often allows students to
upgrade their positions at their places of employment.

The next level, an Associate in Applied Science, is available for some programs. For some career fields, it is possible to earn a
certificate, advanced certificate, and an Associate in Applied Science degree in the same field. In these cases, the credit hours from
the certificate and advanced certificate can be applied to the credit hours needed for the Associate in Applied Science degree.

Alternatively, students can earn an AAS in Occupational Studies by completing a certificate, advanced certificate and General
Education requirements.

Business Office Systems

Whether you are just starting out in an office or advancing to a high-level administrative or executive assistant position, these
programs can help you achieve your goals.

Administrative Assistant Technology (APAATD)
Associate in Applied Science Degree
Program Effective Term: Fall 2011

This program prepares students for higher-level support positions in office settings where increased responsibilities require technical
skills in desktop publishing, presentation software, accounting, and database software. Students will also gain broader skills through
completion of the general education courses required for an associate's degree.

Note: This program is not an AAMA Certification preparation program.

General Educ: 1 ments

ENG 111 Composition I 4
COM 101 Fundamentals of Speaking 3
MTH 125 Everyday College Math 4
Nat. Sci. Elective(s)* 3-4
Soc. Sci. Elective(s) 3
Arts/Human. Elective(s) 3
CIS 100 Introduction to Computers and Software Applications 3
*BIO 102 or BIQ 109 is required for the Medical Administrative Assistant Option.

Major/Area Requirements i 34 credits)
BOS 101C Advanced Keyboarding 1
BOS 107 Office Administration I 4
BOS 157 Word Processing and Document Formatting I 3
BOS 182 Database Software Applications 3
BOS 184 Spreadsheet Software Applications I 3
BOS 206 Scheduling and Internet Office Applications 2
BOS 207 Presentation Software Applications 2
BOS 225 Integrated Office Applications 3
BOS 257 Word Processing and Document Formatting II 3
Required (5 credits)
CIS 117

COM 102 or Interpersonal Communication

ENG 226 Composition II 3
Minimum Option Credits Required for the Program: 13

Complete the required courses in either the Administrative Assistant or Medical Administrative Assistant Option below. Check course
descriptions for prerequisites.

Thursday, April 7, 2011 11:11:12 a.m, Page 1 of 2



____Office of Curriculum and Assessment

$Y Washtenaw Community College
Program Information Report

Administrative Assistant Technology Options

C 11 o Principles of Accounting I

3

BOS 208 Desktop Publishing for the Office 3
BOS 250 Office Administration II 4
BOS 284 Spreadsheet Software Applications 11 3
baadical Adiministrative Assistunt Op
BOS 210 Medical Transcription 3
BOS 223 Medical Office Procedures 3
BOS 224 Medical Office Insurance and Billing 4
HSC 101 Healthcare Terminology 1
HSC 115 Clinical and Lab Procedures for Office Assistants 3
HSC 131 CPR/AED for the Professional Rescuer and First Aid 1
Minimum Credits Required for the Program: 65
Page 2 of 2

Thursday, April 7, 2011 11:11:12 a.m.



. WASHTENAW COMMUNITY COLLEGE

PROGRAM CHANGE OR DISCONTINUATION FORM

Program Code: Program Name: _Administrative Assistant Technology Effective Term: _Fall
_APAATD___ 2006
Division Code: Department: _ Business Office Systems

_BCT__

Directions:

1. Artach the current program listing from the WCOC catalog or Web site and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using a Master Syllabus form, but
should be submitted at the same time as the program change form.

Requested Changes:

[JReview [CJProgram admission requirements

[JRemove course(s): [[JContinuing eligibility requirements

XAdd course(s): BOS 101C [] Program outcomes

[Program title (title was ) [JAccreditation information

[] Description [[IDiscontinuation (attach program discontinuation
[1Type of award plan that includes transition of students and timetable
[_JAdvisors for phasing out courses)

[(JArticulation information MOther Credits G2 H6¢

Show all changes on the attached page from the catalog.

Rationale for proposed changes or discontinuation:
To meet the demand for required skills in administrative assistant positions.

Financial/ staffing/ equipment/space implications:

None

List departments that have been consulted regarding their use of this program.

Signatures:
Reviewer Print Name Signature Date

Initiator Dosye A. Thompson M ﬁ \Fﬁzf 2 el Nl 220§

Department Chair Dosye A. Thompson NM/‘;\& )Q m\/‘f;\/r‘-/ /{~27 -~ - S

Division Dean/ Administrator "{\D OsgGnILn L,D\\som , ; e . A4 _‘0‘7 / / 8’/@ _C
(@)

/)7

s A
g File L8[ 1[04 54,

Please subrmt completed form to the Ofﬁce Cumculum and AsSe ment and emaif/an ¢ l ctronic copy to 10hx_1@wccnet.edu for
posting on the website.

Office of Curriculum & Assessment http:/www.wccenet.edu/departments/curricuium



Business Office Systems

Administrative Assistant Technology (APAATD)
Associate in Applied Science Degree

Program Effective Term: Fall 2006

This program prepares students for higher-level support positions in office settings where increased
responsibilities require technical skills in desktop publishing, presentation software, accounting, and database
software. Students will also gain broader skills through completion of the general education courses required for
an associate's degree.

Continuing Eligibility Requirements:
Students must demonstrate basic computer literacy skills by successfully passing the Computer and Information
Literacy Test. The test may be taken at any point during the program, but must be completed before graduating.

General Education Requirements (19 credits)
ENG 111 Composition 4
COM 101 Fundamentals of Speaking 3
MTH 163 Business Mathematics 3
Nat. Sci. Elective(s)* 3-4
Soc. Sci. Elective(s) 3
Arts/Human. Elective(s) 3

*BJO 102 or BIO 109 is required for the Medical Administrative Assistant Optior

Major/Area Requirements (24 credits)
BOS 101C  Advanced Keyboarding 1
BOS 107 Office Administration | 4
BOS 157 Word Processing and Document Formatting | 3

BOS 182 Database Software Applications3

BOS 183 Spreadsheet Software Applications 3
BOS 206 Scheduling and Internet Office Applications 2
BOS 207 Presentation Software Applications 2
BOS 225 Integrated Office Applications 3
BOS 257 Word Processing and Document Formatting i 3
Required Support Courses (8 credits)
CIS 100 Introduction to Software Applications 3
CIS 117 Windows Operating System 2

COM 102 or Interpersonal Communication
ENG 226 Composition Il 3



Minimum Concentration/Option Credits
Required for the Program: 13

Complete the required courses in either the Administrative Assistant or Medical Administrative Assistant Option
below. Check course descriptions for prerequisites.

Minimum Credits Required for the Program 64

Administrative Assistant Technology Options

Administrative Assistant Option (ADMA) (13 Credits)

ACC 111 Principles of Accounting | 3
BOS 130 Office Financial Applications 3
BOS 208 Desktop Publishing for the Office 3
BOS 250 Office Administration |l 4
Medical Administrative Assistant Option (MEDA) (15 Credits)

BOS 210 Medical Transcription 3
BOS 223 Medical Office Procedures 3
BOS 224 Medical Office Insurance and Billing 4
HSC 101 Healthcare Terminology 1
HSC 115 Medical Office and Laboratory Procedures 3
HSC 131 CPR/FPR and First Aid 1



.0 WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE FORM

Program Code: Program Name: Effective Term:
BOS Administrative Assistant Technology (APAATD Fall 2005
Directions:

1. Attach the current program listing from the WCC catalog and indicate any changes to be made.

2. Draw lines through any text that should be deleted and write in additions. Extensive narrative changes can be included on
a separate sheet.

3. Check the boxes below for each type of change being proposed. Changes to courses, discontinuing a course, or adding
new courses as part of the proposed program change, must be approved separately using a Course Syllabus Form, but
should be submitted at the same time as the program change form.

Requested Changes:
XRem 112 course(s) [ JAdvisors
Addi#210 course(s) . [ JArticulation information
Total credits: Current credits __éé_ After changes _(_ﬁi [JProgram admission requitements
[ Title (jcitl'e was ) [[Continuing eligibility requirements
[Description [:]Prograrn outcomes
Other

Show all changes on the attached page from the catalog,

Rationale for proposed changes:
The Medical Transcription program is discontinued. Beginning course no longer needed.

Financial/staffing/equipment/space implications:
N/A

List departments that have been consulted regarding the use of this program.

N/A
Signatures:
Reviewer Print Name Signature ,, Date
. o 2 e Y
Program Change Initiator Dosye A. Thompson o ﬁ— / 2
) 4 ~
, / R R 2\
Department Chair Dosye A. Thompson QA Mlm 2 S
V\) {
Division Dean/Administrator Rosemary Wilson Q~2EoesT
. . 4
Vice President for Instruction Roger Palay 4 /( , 3 / b?/ Y/
7 — 7 77
Please submit completed form to the Office of Custiculum and Art'\rﬁ;tion Setvices. y
Office of Curricuum & Articulation Services Program Change Form 8-2003

2 é L
Access Program File / 6 ' Log ‘3 Copied and Returned



'l

Business Office Systems

Administrative Assistant Technology (APAATD)
Associate in Applied Science Degree

Program Effective Term: Fall 2005

This program prepares students for higher-level support positions in office settings where increased
responsibilities require technical skills in desktop publishing, presentation software, accounting, and database
software. Students will also gain broader skills through completion of the general education courses required for
an associate's degree.

Continuing Eligibility Requirements: )
Students must demonstrate basic computer literacy skills by successfully passing the Computer and Information

Literacy Test. The test may be taken at any point during the program, but must be completed before graduating.

General Education Requirements (19 credits)

ENG 111 Composition | 4
COM 101 Fundamentals of Speaking 3
MTH 163 Business Mathematics 3
Nat. Sci. Elective(s)* 34
Soc. Sci. Elective(s) 3

3

Arts/Human. Elective(s)
*BIO 102 or BIO 108 is required for the Medical Administrative Assistant Option.

Major/Area Requirements (23 credits)
BOS 107 Office Administration | 4
BOS 157 Word Processing and Document Formatting | 3
BOS 182 Database Software Applications 3
BOS 183 Spreadsheet Software Applications 3
BOS 206 Scheduling and Internet Office Applications 2
BOS 207 Presentation Software Applications 2
BOS 225 Integrated Office Applications 3
BOS 257 Word Processing and Document Formatting If 3
Required Support Courses (8 credits)
CIS 100 Introduction to Software Applications 3
CIs 117 Windows Operating System 2

COM 102 or Interpersonal Communication
ENG 226 Composition il 3



Minimum Concentration/Option Credits
Required for the Program: 13

Complete the required courses in either the Administrative Assistant or Medical Administrative Assistant Option
below. Check course descriptions for prerequisites.

Minimum Credits Required for the Program 63

Administrative Assistant Technology Options

Administrative Assistant Option (ADMA) (13 Credits)

ACC 111 Principles of Accounting | 3
BOS 130 Office Financial Applications 3
BOS 208 Desktop Publishing for the Office 3
BOS 250 Office Administration |1 4
Medical Administrative Assistant Option (MEDA) (15 Credits)

BOS 210 Medical Transcription 3
BOS 223 Medical Office Procedures 3
BOS 224 Medical Office Insurance and Billing 4
HSC 101 Healthcare Terminology 1
HSC 115 Medical Office and Laboratory Procedures 3
HSC 131 CPR/FPR and First Aid 1



"f Washtenaw Community College
Program Change Request Form

Program C‘a(’if): M]T)) Program Name: Administrative Assistant Technology Effective Term: FALL 2002

A program sheet for the above named program is attached. It should reflect any approved changes that have already been
submitted for this year. Please review the program sheet carefully and indicate any changes that you would like to make.
Draw lines through anything that should be removed and write in any additions. Extensive narrative changes may be
written on a separate sheet. Check the boxes below for each type of change being proposed. If courses are being changed as
part of this proposal, they must be approved separately, using a Course-Syllabus Approval Form (CSAF).

1. Requested Changes:

BXIRemove Course(s) [CJAdvisors

XJAdd Course(s) [JArticulation Agreements
XIncrease/Decrease Credits DdProgram Admission Requirements/Procedures
[CJCourse Sequence [IContinuing Eligibility Requirements

[JName (new name )  [Footnotes

] Major/Program Code (new code ) [™other

[Description

Show all changes on the attached program sheet if possible.

Rationale for Proposed Changes:
Add prerequisite of keyboarding speed requirement to adequately prepare students for the curriculum.

Remove BOS 101C to comply with department-wide changes.
L
] Add BOS 183 Spreadsheet Software Applications to comply with department-wide changes.

3. Financjal/Stafﬁng/Equipment/Space Implications:

4. Has the department consulted with all departments that may be impacted?  Yes X No [ NA O

Comments:
_Signatures:
Reviewer Print Name N Signature Date
Program Change Initiator: Dosye Thompson /]\Q M’l : W\’\(}q’w >~ =2 -
Department Chair: Elenor Charlton %d?x :?j/l/ GA[L,LQ/L@Z-GﬂJ K /’ > lD 2.

Division Dean: Rosemary Wilson e / ) Zj% ~N,
. et i 4 7
VP, Instruction/Student Services: / A’ , 6////;;;4 17( / e
AR & S

., // //
Access Program File 4 ’03, [&k' Log A’ D 9’ Copie(/aﬁd Returned
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—

Administrative Assistant Technology (APAATD)
Associate in Applied Science Degree

Program Effective Term: Fall 2002

This program prepares you for higher-level support positions in office settings where increased responsibilities
require technical skills in desktop publishing, presentation software, accounting, and database software. You will
also gain broader skills through completion of the general education courses required for an associate's degree.
Students need to demonstrate keyboarding skills of 30 wpm.

Business and Computer Technologies Division
Computer Instruction Department

Advisors: Lynn Allison, Eleanor Charlton, Rosalyn Culver, Dosye Thompson

Continuing Eligibility Criteria:
Students must demonstrate basic computer literacy skills by successfully passing the Computer and Information
Literacy Test. The test may be taken at any point during the program, but must be completed before graduating.

General Education Requirements (19 Credits)
COM 101 Fundamentals of Speaking 3
ENG 111 Composition | 4
MTH 163 Business Mathematics 3
Elective * Area 4: Natural Science, Group 1 3-4
Elective Area 5: Social and Behavioral Science, Group 1 3
Elective Area 6: Arts and Humanities, Group 1 3

*BIO 102 is required for the Medical Administrative Assistant Option.

Major/Area Requirements (22 Credits)
BOS 102 Keyboarding and Document Formatting Il 3
BOS 107 Clerical Methods and Procedures 4
BOS 157 Word Processing Applications | 2
BOS 182 Database Software Applications 2
BOS 183 Spreadsheet Software Applications 2
BOS 206 Scheduling and Internet Office Applications 2
BOS 207 Presentation Software Applications 2
BOS 225 Advanced Document Preparation 3
BOS 257 Word Processing Applications II 2
Required Support Courses (8 Credits)
CI1S 100 introduction to Software Applications 3
CIs 117 Windows Operating System 2

Choose: COM 102 Interpersonal Communication or
ENG 122 Composition || 3



Isrogram Options (12 Credits)

Complete the required courses in either the Administrative Assistant or
Medical Administrative Assistant Option below. Check course
descriptions for prerequisites.

Minimum Credits Required for the Program: 61

Administrative Assistant Technology Options

Administrative Assistant Option (AA) (12 Credits)

ACC 111 Principles of Accounting | 3
BOS 130 Office Financial Applications 3
BOS 208 Desktop Publishing for the Office 2
BOS 250 Administrative Office Systems and Procedures 4
Medical Administrative Assistant Option (MA) (15 Credits)

BOS 210 Medical Transcription 3
BOS 223 Medical Office Procedures 3
BOS 224 Medical Office Insurance and Billing 4
HSC 101 Healthcare Terminology 1
HSC 115 Medical Office and Laboratory Procedures 3
HSC 131 CPR/FPR and First Aid 1



(1) Program Title:

WASHTENAW COMMUNITY COLLEGE
PROGRAM CHANGE REQUEST

SECRETARIAL TECHNOLOGY

(2) Change Information: ( Tyo-year associate degree)

Program Number:

EXSE Effective Term:

F95

Current Program Course Requirements:

Proposed Program Course Requirements

Course | Course Credit Course | Course Credit
Number | Title Hours Number | Title Hours
SEMESTHR THREE 15-17 SEMESTER THREE 13-18
ldelete |the following: add the following:
ACC 09] or ACC 111 3 BOS 208 (Desktop Publishing for the
Office) 3
BMG 14( RESTRI BUSINESS ELECTIVE 1-4
(ECO 211, RDG 115, any BOS
any 100+ BMG or CIS)
SEMES FOUR 17 SEMES FOUR 17
delete [the following: add the following:
BOS 219 (MS Works) 4 CIS 15 (Intro to Excel) 2\5
BMG 20Q (Humn Relations in B & I) 3 CIS 18P (Intro to MS Access) 2
BUSINESYS ELECTIVE BOS 20} (Intro to PowerPoint) G‘A
ACC 09} (Fundamentals of Accounting)|OR
ACC 111 (Principles of Accounting) | 3
Current Total Credits: |67-69 Proposed Total Credits: |65-70
Non-Course Program Requirements: Non-Course Program Requirements:
. mh) $tvay Ve,
TITLE: Secretarial Technology TITLE:
CODE: EXSE CODE: Need new code

sigtant Teghnology
)
ART

(3) Rationale for Proposed Changes:

(4) Financlal/Staffing/Resource Implications of Change

Comments

(5) Has this program change been reviewed by all affected Instructional departments? yes Y no
(6) Signatures

Signature

Program Change Initiator

Department Chalr(s) or Area Director(s)

Zpoloy Coft

5Ll

Dean(s)

VP for Instruction/Student Services

Y, 5/75s
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WASHTENAW COMMUNITY COLLEGE

PROGRAM CHANGE REQUEST
(1) Progf.m Tltlo: EXECUTIVE SECRETARIAL TECHNOLCX;!Y Prognm Number: EXSE Effoctlvc Term: F 95
(2) Change information:
Current Program Course Requirements: Proposed Program Course Requirements
Course | Course Credit Course | Course Credit
Number | Title Hours Number | Title Hours
DELETE [OLD DESCRIPTION NEW DEBCRIPTION:

This afjditional year of classes provijides

a broafler background in office technplogy.
Studenks develop expertise in all th
technifal skills described in the onp-
year ppogram and learn other skills,
includiing spreadsheets and databases)
desktop publishing, telecommunicatiops,
time agement, human relations, anfd
accounting.

Current Total Credits: Proposed Total Credits:

Non-Course Program Requirements: Non-Course Program Requirements:

o e el AATD
TN Rt Toclelimgy )
(3) Rationale for Proposed Changes: '

Names program according to employers' job titles. Removes negative stereotyping
associated with the word "secretary". Curriculum reflects actual skills and

- competencies required by area employers.

(8) Financlal/Staffing/Resource Impiications of Change

(5) Has this program change been reviewed by all affected instructional departments? yes )( no
(6) Signatures Comments N Signature Date

Program Change Initiator W — / 5// ¢ ,5_\
Department Chair(s) or Area Director(s) c
s 74

‘7,/§/§//f .
L e,

Dean(s)

VP for Instruction/Student Services

White - VP/ISS, Pink - Student Records, Yellow - Dean, Gold - Department




Administrative Assistant Technology

College Certificate Program: Code AATC (first two semesters)
Associate in Applied Science Degree Program: Code AATD (all four semesters)

Advisors: Lynn Allison, Eleanor Chariton, Rosalyn Culver, Dosye Thompson

This new one-year, two-semester program prepares students for information processing and administrative
assistant positions. Skills required include keyboarding and document formatting using computers,
communications, transcription, record management, and business math applications. Job-seeking skills are
also covered.

Course Credit
Number Course Title Hours

First Semester

BOS 101 Keyboarding and Document Formatting | .............o s ereeereeeeanans 3

BOS 130 BUSINESS MBCRINGS ......uiiiiiiiiiiiiiiii s terie s erteraestarer s erresessreresserseesestnnesessssrsrennesrnes 3

BOS 151 Information Processing Principles and Appheations ............ccccvvvveerieeereereenieereniininuennnns 4

ENG 100 COmMMUNICAION SKIllS......uereeriiieririiiiiieerieieeirie e rrreerearrirersreessssiesessersnesesenrensssssnssrnees 4

MTH 163 BUSINGSS MAthBMALICS ....ceeeiuueeirieieiieiicieie s crrre e eeeeererrrrresserestta e seeserarensesssssernnnnes 3
17

Second Semester

BOS 102 Keyboarding and Document Formatting 1l............ooooiiiiiiiiiiiiiicrercenernrreecrenes e aenee 3

BOS 107 Clerical Methods and ProCeAUIBS ............ccivuiirireiirrreriirerraneernerireassereerersierssnesoransssnnns 4

BOS 152 Computerized Transcription SKillS...........c.cceceiiiiiiiiiiririiererrtrererereecrrereree e eseereresanns 3

BOS 156 WordPerfect | or

BOS 157 Microsoft Word for Windows | or

BOS 158 WOrdPerfect fOr WINAOWS L.......cciiir it iriiiiesitieeeeiereesseesnseseresssesrsaseresnneseenanesenns 2

BOS 206 Telecommunications Office AppliCatioNS...........ccieviviiriirrcinrierreirerrereiree e e 2

BOS 256 WordPerfect Il or

BOS 257 Microsoft Word for Windows |l or

BOS 258 WordPerfect fOr WINAOWS 1] .........vivviniiiioriieiieeioreeinirieirreereresernssrnssesnsecaressansssssarsnssens 2
16

Total credit hours for one-year program: 33

This additional year of study provides a broader background in office technology. Students develop
expertise in all the technical skills described in the one-year program and leam other skills, including
spreadsheets and databases, desktop publishing, telecommunications, time management, human
relations, and accounting.

Third Semester

BOS 204 Keyboarding/Speedbuilding.............ccccvviniiriiiiininiicirnineer e 2
BOS 208 Desktop Publishing for the Office............ccccccvinimivniiiie s, 3
BOS 225 Information Processing Systems and Procedures...........cocccvereerereeiisinnncrcsinsnnsessinineen 3
PLS 108 Government and SOCIBLY ...........ccccniiiiiiiiii e s 3
Elective Restricted Humanities Elective ™ .................oiiiiiiiirrrirr e 1-3
Elective Restricted Program Elective™ ...ttt e 1-4

13-18

Effective Fall 1995
July21, 1995



Fourth Semester

ACC 091 Fundamentals of Accounting or

ACC 111 Principles of Accounting........c.covvvevniiniirveeennn
BOS 207 Introduction to Powerpoint..........c.cc.ccoeereiininnns
BOS 250 Administrative Office Systems and Procedures
CIS 152 Introduction to Excel............c.coevevvreiniiirieneneen.
CIS 182 Introduction to MS ACCESS .........ccvvrveririrvrnennn.
COM 101 Fundamentals of Speaking..............ceeceeinnne
SCi 100 Introduction to Natural Sciences.................c..e.

Total credit hours for two-year program: 65-70
* See list of Humanities courses that meet elements 13 & 14.

**Restricted Program Electives

BMG Any BMG class 100 or above
BOS Any BOS class 101 or above
cCis Any CIS class 100 or above
ECO 211 Principles of Economics
RDG 115 Medical Terminology

Effective Fall 1995
July 21, 1995
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