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vision and the problems that confront him and to acquire udditional training in
Ieadership skills. The human-relutions aspect of supervision and the technigues
used to produce bepeficial human-relations is dealt with mare fully. Included
are a study of lubor unions, their history, functions, and reasons for existence.

The clisses wre held on & conference-type basis, as nearly as possible, in order
to secure maximum student participation.  Prerequisite: G-130 or equivalent.
Political Science G1. POLITICAL SCIENCFE. Five hours a week.

A study in the mujor aspects of national, stute, and locul governments. The

threc levels ure integrated in w functional study of government, with special
reference to Michigan.
Social Science 51. MAN AND SOCIETY. Five hours a week.

An analytical study of selected problems of man in his social surroundings,
drawn from all of the social science ficlds and designed to give the student the
background necessary for understunding and interpreting the major aspects of
his social and cultural covironment., Emphasis is placed on the inter-relutions
which eaist between all aspects of man’s cultiure and social institutions.

Speech 51, SPEECIHL. Four hours a week.

Students receive instruction and practice on research, outlining, speech organ-
ization, platformv behavior, and delivery. A study of the rules and practices of
Parlinmentary Procedure designed for the promotion of orderly and effective
meetings,

SPECIAL BUSINESS SKILLS

Special Business 111, WORD S$TUDY AND SPELLING. Two hours a week.
A course designed for the purpose of improving spelling ability, vocabulary,
word syllabication, and dictionary usuge.

Special Business 112, PERSONALILY DEVELOPMENT. Three hours a
week,
T'his course is designed to orient the student to the business world by developing
a right attitude toward work and to assist him to understand himself as well as
his employer. “The course deals with the importance of business ctiquette, health,
poise, good grooming, correct speech and muanners, und human relations.

Special Business 121, OFFICE TYPEWRITING 1. Five hours a weck.,

A course for beginners in typewriting, Covering the learning of the keybourd,
knowledge of machine partls, cenlering, tabulation, and speed development.
Special Business 122, OFFICE TYPEWRITING 11, Five hours a week.

A continuation of Office Typewriting 1. It includes the typing of business
letters, munuscripts, business forms, reporls, minutes of meetings, and production
and accuracy tests. Prercequisite: Special Business 121,

Special Business 123, OFFICE TYPEWRITING III. Five hours a week.
Continued speed building techniques, complex tabulation, rough draft, legal

documents, application letlers and duata sheets, production technigues and problem
typing. Prerequisite: Speciad Business 122,
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Special Business 133, BUSINESS ENGLISH. Five hours a week.

This course is designed to meet the practicul English needs of students in the
business field. It includes a review of grammar, sentence struciure, punctuation,
paragraph construction, use of the dictionary, and spelling. Extensive work is
done in the various areas of business letier writing, business reports, and annota-
tion of business articles. A term paper or project is required in this course. Pre-
requisite: Typewriting.

Special Business 141, COMMERCIAL MATHEMATICS. Four hours a week.
A review of fundamental arithnietical processes and their business applications.

Problems solved in this course involve fractions, decimals, percentages, payroll,

depreciation, interest, discounts, ratios, and the analysis of business papers.

Special Business 143, PAYROLL, ACCOUNTING AND PROCEDURES.  Four
hours a week.
A study of the payroll laws and procedures. The acquisition of a basic knowl-
edge of payroll records and reports essential in business operations, Prerequisite:
Special Business 141.

Special Business 144, ACCOUNTING 1. Four hours u week.

An introduction to the fundamental principles of accounting as applied to a
sole proprictorship; debit and credit theory; accounts and trial balance; batance
sheet und profit and loss statement; accounting for sales, purchases, and cash,
the use of special journals; payroll procedures; sales tax; accounting records,

Special Business 145, ACCOUNTING 11, Four hours a week.

This course is & continuation of Special Business 144, except that it applies
to an introduction to the fundamental principles of accounting as applied 1o a
partnership. A partnership practice set is completed in this course. Prerequisite:
Special Business 144,

Special Business 151. OFFICE MACHINES I. Three hours a week.

Introduccs the theory of the four basic opcrations of addition, sublraction,
multiplication, and division on the culculator and adding-listing muchines.

Special Business 152, OFFICE, MACHINES 1I.  Three hours a wecek.

Concentrates on the speed development in the wse of the calculator and adding-
listing machines. Emphasis is placed on the handling and figuring of business
forms. Prerequisite: Special Business 151,

Special Business 161, DUPLICATING MACHINES. Three hours a week.

Mimeograph and liquid duplication. Insiruction in the cutting and correcting
of stencils and masters, use of the mimecoscope, running of copics, operation and
care of the machine, and the filing of stencils for future use. Prerequisite: Special
Business 121.

$pecial Business 171, TRANSCRIBING MACHINES. Three hours a week.

Emphasis is placed on the development of speed and accuracy in the transcrib-
ing of material from the voice transcription machines. Prerequisites: Special
Business 111, 122, 133.
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Special Business 181. BUSINESS VILING. ‘Three hours a week.

Filing rules in commeon use are studied in this course. Practice is given in
alphabetic, geogruphic, numeric and subject filing systems,

Special Business 221, CLERICAL, OFFICE PRACTICE. Five hours a week.

This coutrse is designed 1o have the student apply the acquired knowledge and
skills to the practical problems that arise in the secretary’s work. Four hours a
week are spent in a classroom situation and one hour a weck is spent in PBX
training and/or a cooperative work experience assignment.

Special Business 300, APPLIED CLERICAL OFFICE PROCEDURES. Two
to five hours a weck,

A work experience program designed o give the student practical experience
in applying clerical office procedures in a selected administrative or faculty office.
To qualify for admission to this course, a student must (1) have a cumulative
honor point average of 2.5 or more; (2) huve the permission of the instrucior;
and (3) have the approval of the divisional dean.

RI. 100. READING IMPROVEMENT. No credit. Five hours a week.

A course designed for students who wish to improve reading-study skills. How
to study, how to take noles, and how to outline, receive atlention. LExercises
are given to increase speed of reading, to improve vocabulary, and to master
word attack methods, Group instruction is given, but each person studies at his
own level and receives individual attention as time allows,

Open to students from any division.



DESCRIPTION OF CARNEGIE UNIT-CREDIT COURSES
HIGH SCHOOL DEPARTMENT

The Roman numerals with the subjects listed betow indicate the courses or terms
in which the subjects are offered. For instance, Algebra 11 indicates second term
of first year Algebra; Algebra JII indicates first term of second year Algebra. It
will be noted that English 1 is not offered. 1t has been found that adult students
abtain sufficient rhetorie, composition, and grammar in English 11, 11T, and 1V,
Each of the courses listed here allows cone-half unit of credit.

Fnglish 11
A course in the fundamentals of grammar, punctuation and composition for
the student who has had litle or no high school English.

English IIL

Fundamentals are continued with niore attention to sentence structure and
organization. Writing problems center on library research and term paper
technique.

English IV

In sequence, this represents the second part of English I In content, emphasis
is placed on writing. Grammar, sentence structure and punctuation are reviewed
as necessary.

Inglish V — American Literature
This is an historical survey of American writers from John Smith to William
Saroyan and Kay Boyle,

Fnglish VI — American Litcrature
American life and literary style are considered through the writing of such
representatives as Franklin, Twain, Whitman and BRenet.

English VI1 — English Literature
A study of English Literature and the influences that acted upon it from before
Chaucer to the impact of scientific thinking in the 18th century.

Fnglish VIII - English Literature

A study of English literature and the influences that acted upon it ranging
from the 18th century impact of science writers Thomas Huxley and Charles
Darwin to the present poetry of Dylan Thomas.

Speech 1

Students receive instruction and practice on research, outlining, specch organ-
ization, platform behavior, and delivery. A study of the rules and practices of
Parliamentary Procedure designed for the promotion of orderly and effective
meelings.
Speech I

This course involves both discussion and debating procedures. The students
are required to deliberate and debate current problems of serious import.
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.8, Government

The basic course for all citizens. It presents the relationships of the federal
form of government—national, state, county and local.

Feonomics

This provides the vocabulury and basic economic theories. Many reference
materials in such areas as production, strikes, investment and the stock market
are used,

Geography
The principles of social geography. The influences of the position of the
contincnts and their environments on the lives and cultures of man are studied.

Problems of Democracy

The social sciences of history, government, cconomics, and psychology are
integrated in a study of selected social problems.

Sociology

The student is introduced 1o a stidy of the relationship of man to society and
the evolution of group life and culture. The influences of environment as they
relate to urban or rural living are considered. The study of such institutions as
marriage, the family, and education trace these influences.

United States History 1

Period 1400 to 1870, from early period of exploration, including English
settlements, American Revolution, Jeffersonian Democracy, War of 1812, Jack-
sonian Period, Mcexican War, Civil War,

United States History 11

Reconstruction to the present: Rise of business, Roosevelt and his Square Deal,
reform movement 1870-1914, World War 1, the great depression, Roosevelt and
his New Deal, World War II, United Nations, the conflicts in Asia and the
"Cold War.”

Biology 1
This course includes an analysis of the typical animal cell, protoplasm, scientific
methad, logical reasoning, and life processes: skeletal, nervous, circulatory, endo-

crine, respiratory, digestive, and productive systems of man. Brief comparative
studies of man and lower animals are made. (314)

Biology 11

The principles of heredity and units on major diseases affecting man arc
analyzed. Simple and higher forms of plunt life are compared. Lower and higher
inveriebrate anima! forms and higher vertebrate forms of animals are studied.
Adaptations of organisms and the theory of organic evolution are discussed.
Elementary animal dissection s introduced in the laboratory periods.  (34-4)

Chemistry

Introduction to chemistry, oxygen, hydrogen and water; structure of matter;
the alkali metal family; chlorine; acids, bases, and salts; and ionization. Pre-
requisite: One year of High School Algebra. (31 4)
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Chemistry 11

Sulphur and its compounds; nitrogen and its compounds; chemical reactions,
carhon chemistry; the halogens; periodic table; nuclear energy. Prerequisite:
Chemistry 1 or equivalent. (3-1-4)

Geuneral Science 1

A non-technical course covering integrated aspects of clementary physical and
biological sciences: air; water; heat; weather; light; outer space; the changing
carth. Discussions, demonstrations, reports.

General Science T

A non-technical course covering integrated aspects of clementary physical
and biological sciences; work and energy; electricity; communications; transporta-
tion; plants; animals; conservation. Discussions, demonstrations, reports,

Physics |

Mechanics; properties of matter; heat. Prerequisite: Two terms of algebra
and one term of geometry satisfactorily completed. The second term of geometry
mauy be taken with the first term of physics,

Physics 11

Magnetism; electricity; sound; light; etectronics; nuclear study. Prerequisites:
Two terms of algebra and one term of geometry satisfactorily completed. The
second term of geometry may be taken with the first term of physics.

Business Mathematics

A review of fundamental arithmetical processes and their business applications.
Prablems solved in this course involve fractions, decimals, percentages, payroll,
depreciation, interest, discounts, ratios, and the analysis of business papers.

High School Arithmetic
A complete review of arithmetic for students who have not completed the
eighth grade or who need review before starting Algebra 1.

Alzebra 1

Beginning algebra including fundamental operations, equations, algebraic ex-
pressions and verhal problems. Prerequisite: Satisfactory performance in arith-
nietie,

Algebra 11

Simultancous linear equations, graphing, special products and factoring, frac-
lions, ratio and proportion, powers and roots, and quadratic cquations. Prerequi-
site: Algebra 1.

Algebra IT1

Review of fundamentals; exponents and radicals; properties of the quadratic
equation: systems of equations, determinants, graphs. Prerequisite: Algebra 1
and I (one unit).
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Plane Geometry I

Study of constructions involving angles and polygons, and theorems and exer-
cises illustrating the properties of angles and polygons. Prerequisite: Algebra TI
or equivalent.

Plane Geometry II

Study of the propertics of circles; areas of polygons; and similar figures, ratios,
and proportions. Prerequisite: Plane Geometry 1 or equivalent.

Solid Geometry

Study of the properties of three dimensional figures; and methods of calculating
dimensions, arcas, and volumes. Prerequisite: Plane Geometry Il or equivalent.

Trigonometry

Study of propertics of the trigonometric ratios, including graphing of trigo-
nometric functions, and their use in calculations involving triangles. Prerequi-
site: Plane Geometry I or equivalent.

Advertising

A basic course covering newspuper, magazine, outdoor, direct mail, radio,
television, and specialty advertising. ‘The scope and purposes of advertising are
considered with particular emphasis on the writing of copy and slogans, Iayout,
packaging and labeling, testing of advertiscments, and the study of advertising
agencies, campaigns, and laws,

Bookkeeping I

An intreduction to bookkeeping principles and their meaning when applicd
to a sole proprictorship. It is expected that upon completion of the course, the
student will have a thorough understanding of such terms as dehits, credits,
asscts, linbilities, proprietorship, profit und loss, journals, ledgers, trial balances,
financial statements and other terms common to the subject.

Rookkeeping 11

A continuation of the principles learncd in Bookkeeping 1 with special emphasis
or more advanced forms of financial statements with application to bookkeeping
for a partnership. Accrued items, deferred charges, and reserves for depreciation
are studied in detail.

Business English

This course is designed to meet the practical English needs of students in the
business ficld. Tt includes a review of grammar, sentence structure, punctuation,
paragraph construction, use of the dictionary, and spelling. Extensive work is
done in the various arcas of business letler writing, business reports, and annota-
tion of business articles. A term paper or project is required in this course.

Commereial Law

An introduction to the fundamental principles of contracts, negotiable instru-
ments, agency, real estate, persanal property, and wills,
Office Management

Duties of the office manager of personnel, cquipment and supplies.
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R.1. 100. READING IMPROVEMENT. No credit. Five hours a week.

A counse designed for students who wish lo improve reading-study skills. How
ta study, how to tuke notes, and how to outline, receive attention, Exercises are
given to increase speed of reading, to improve vocabulury, and to master word
attack mcthods. Group instruction is given, but cuch person studies at his own
level and receives individual attention as time allows.

Open to students from any division.

Retail Selling
Retailing from the point of view of the customer and the store manager.

Shorthand 1

The principles of Gregg Shorthand Simplified with emphasis on the mastery
of brict foris, the reading and writing of shorthand, and the taking of new-
muatter and familiar material. At the termination of this course, a student should
meel o minimum speed requirement of 50 words per minute on new-matter
material for three minute periods,

Shorthand I1

‘This course is a conlinuation of Shorthand 1 with continued emphasis on
developing speed und accuracy in the reading and writing of shorthand. Further
emphasis is placed on the development of writing new outlines in accordance with
Grepg theory, and the introduction te trunscription techniques and practices. At
the termination of the course, o student should meet a minimum speed require-
ment of 60 words per minute on new-matter material for five minute periods.
Prerequisite: Shorthand 1 or its equivalent.

Shorthand 111

This course encompasses the development of the ability to write new-matter
dictation, the improvement of transcription techniques, and the increased emphasis
of developing speed and accuracy in transcription on the typewriter of new-matter
dictutton, At the termination of the course, a student should meet a minimum
speed requirement of 70 words per minute on new-matler material for five
minute periods with a minimum transcription rale of 20 words per minute. Pre-
requisites:  Shorthand 11 and Typing II or their equivalents.

Typewriting 1

A course for beginners in typewriting. The keyboard is mastered through
manual exercises and drills. Business letter forms and simple tabulation problems
are introduced, Tt is expected that the student will attain a minimum speed of
25 words a minute upon completion of the course.

Typewriting 11

Continuation of Typewriting 1 with increased emphasis on typing techniques.
The various forms of business letiers, manuscripts, rough drafis, and other reports
are included along with accuracy and production tests.

Typewriting TII
Production techniques and project typing are emphasized with increased
accuracy and speed expected as a result of the additional experience.
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