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SECRETARIAL — MEDICAL
SUGGESTED CURRICULUM BY QUARTERS

Course Title Hours Per Week Quarter

Class Lab
Hours
Credit

FIRST QUARTER
T-ENG 101 Grammar 3 0 3

T-ENG 101M English Enrichment* 2 0 0

T-MAT 110 Business Mathematics 5 0 5

T-BUS 102 Typewriting 2 3 3

T-BUS 101 Introduction to Business 5 0 5

T-BUS 106 Shorthand 3 2 4

20 5 20

SECOND QUARTER
T-ENG 102 Composition 3 0 3

T-BUS 103 Typewriting 2 3 3

T-BUS 107 Shorthand 3 2 4

T-BUS 120 Accounting 3 2 4

T-BUS 115 Business Law 5 0 5

16 7 19

THIRD QUARTER
T-ENG 103 Report Writing 3 0 3

T-BUS 104 Typewriting 2 3 3

T-BUS 108 Shorthand 3 2 4

T-BUS 121 Accounting 3 2 4

T-BUS 116 Business Law 5 0 5

16 7 19

FOURTH QUARTER
T-BIO 110 Anatomy 3 0 3

T-BUS 206M Dictation & Transcription

(Medical) 3 2 4

T-BUS 205 Advanced Typewriting 2 3 3

T-BUS 110 Office Machines 3 2 4

T-EDP 104 Introduction to Data Processing 3 2 4

14 9 18

FIFTH QUARTER
T-BUS 207M Dictation & Transcription

(Medical) 3 2 4

T-ENG 204 Oral Communication 3 0 3

T-BUS 229 Taxes 3 2 4

T-BUS 211 Office Machines 3 2 4

T-PSY 112 Personal Development 3 0 3

T-BUS 112 Filing 3 0 3

18 6 21
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Course Title Hours Per Week

SIXTH QUARTER
T-BUS 208M Dictation & Transcription

Class Lab

(Medical) 3 2

T-BUS 271 Office Management 5 0

T-BUS 214 Secretarial Procedures 3 2

T-SSC 201 Social Science 3 0

T-BUS 183M Term., Vocabulary, & Spelling

(Medical) 5 0

Quarter
Hours
Credit

4

5

4
3

5

19 4 21
• Selected Individuals as Recommended by Instructor

SECRETARIAL — MEDICAL
COURSE DESCRIPTION BY QUARTERS

Course Title Hours Per Week Quarter
Hours

Class Lab Credit

FIRST QUARTER
T-ENG 101 Grammar 3 0 3

Designed to aid the student in the improvement of self-expression

in grammar. The approach is functional with emphasis on gram-
mar, diction, sentence structure, punctuation, and spelling. In-

tended to stimulate students in applying the basic principles of

English grammar in their day-to-day situations in industry and
social life.

T-ENG 101M English Enrichment* 2 0 0

Designed primarily for those students who need individual as-

sistance in those subjects covered in T-ENG 101. Attendance is

mandatory at the discretion of instruction.

Prerequisite: None.

T-MAT 110 Business Mathematics 5 0 5

This course stresses the fundamental operations and their applica-

tion to business problems. Topics covered include payrolls, price

marking, interest and discount, commission, taxes, and pertinent

uses of mathematics in the field of business.

Prerequisite: None.
T-BUS 102 Typewriting 2 3 3

Introduction to the touch typewriting system with emphasis on
correct techniques, mastery of the keyboard, simple business cor-

respondence, tabulation, and manuscripts.

Prerequisite : None.

T-BUS 101 Introduction to Business 5 0 5

A survey of the business world with particular attention devoted
to the structure of the various types of business organization,

methods of financing, internal organization, and management.
Prerequisite: None.



Course Title Hours Per Week Quarter
Hours

Class Lab Credit

T-BUS 106 Shorthand 3 2 4

A beginning course in the theory and practice of reading and
writing shorthand. Emphasis on phonetics, penmanship, word fami-

lies, brief forms, and phrases.

Prerequisite : None.

SECOND QUARTER

T-ENG 102 Composition 3 0 3

Designed to aid the student in the improvement of self-expression

in business and technical composition. Emphasis is on the sentence,

paragraph and whole composition.

Prerequisite : T-ENG 101.

T-BUS 103 Typewriting 2 3 3

Instruction emphasizes the development of speed and accuracy
with further mastery of correct typewriting techniques. These
skills and techniques are applied in tabulation, manuscript, cor-

respondence, and business forms.

Prerequisite: T-BUS 102 or the equivalent. Speed requirement, 30
words per minute for five minutes.

T-BUS 107 Shorthand 3 2 4
Continued study of theory with greater emphasis on dictation and
elementary transcription.

Prerequisite : T-BUS 106 or the equivalent.

T-BUS 120 Accounting 3 2 4
Principles, techniques and tools of accounting, for understanding
of the mechanics of accounting. Collecting, summarizing, analyz-
ing, and reporting information about service and mercantile enter-
prises, to include practical application of the principles learned.
Prerequisite: T-MAT 110.

T-BUS 115 Business Law 5 0 5

A general course designed to acquaint the student with certain

fundamentals and principles of business law, including contracts,
negotiable instruments, and agencies.

Prerequisite : None.

THIRD QUARTER

T-ENG 103 Report Writing 3 0 3
The fundamentals of English are utilized as a background for the
organization and techniques of modern report writing. Exercises
in developing typical reports, using writing techniques and graphic
devices are completed by the students. Practical application in the
preparation of a full-length report is required of each student at
the end of the term. This report must have to do with something
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

in his chosen curriculum.

Prerequisite : T-BNG 102.

T-BUS 104 Typewriting 2 3 3

Emphasis on production typing problems and speed building. At-

tention to the development of the student’s ability to function as

an expert typist, producing mailable copies. The production units

are tabulation, manuscript, correspondence, and business forms.

Prerequisite: T-BUS 103 or the equivalent. Speed requirement, 40

words per minute for five minutes.

T-BUS 108 Shorthand 3 2 4

Theory and speed building. Introduction to office style dictation.

Emphasis on development of speed in dictation and accuracy in

transcription.

Prerequisite: T-BUS 107.

T-BUS 121 Accounting 3 2 4
Continuation of accounting principles learned in 120 with detailed

emphasis on notes, deferrals, accruals. Includes a study of current

and fixed assets with special attention to receivables, inventory

and plant assets.

Prerequisite : T-BUS 120.

T-BUS 116 Business Law 5 0 5

Includes the study of laws pertaining to bailments, sales, risk-

bearing, partnership-corporation, mortgages, and property rights.

Prerequisite : T-BUS 115.

FOURTH QUARTER

T-BIO 110 Anatomy 3 0 3

An introductory study of anatomy and functions of the human
body and its systems, with emphasis upon the interrelatedness of

these functions and processes. Thorough coverage of terminology

used in day-to-day situations in a medical office.

T-BUS 206M Dictation and Transcription 3 2 4

Develops the skill of taking dictation and of transcribing at the

typewriter materials appropriate to the course of study, which in-

cludes a review of the theory and the dictation of familiar and
unfamiliar materials at varying rates of speed. Minimum dicta-

tion rate of 100 words per minute required for five minutes on

new materials.

Prerequisite : T-BUS 108.

T-BUS 205 Advanced Typewriting 2 3 3

Emphasis is placed on the development of individual production

rates. The student learns the techniques needed in planning and in

typing projects that closely approximate the work appropriate to

the field of study. These projects include review of letter forms,

methods of duplication, statistical tabulation, and the typing of



Course Title Hours Per Week Quarter
Hours

Class Lab Credit

reports, manuscripts and legal documents.
Prerequisite: T-BUS 104. Speed requirement, 50 words per minute
for five minutes.

T-BUS 110 Office Machines 3 2 4
A general survey of the business and office machines. Students
will receive training in techniques, processes, operation and ap-
plication of the ten-key adding machines, full keyboard adding
machines, and calculator.

Prerequisite : None.

T-EDP 104 Introduction to Data Processing
Systems 3 2 4

Fundamental concepts and operational principles of data proces-
sing systems, as an aid in developing a basic knowledge of com-
puters, prerequisite to the detail study of particular computer
problems. This course is a prerequisite for all programming courses.
Prerequisite : None.

FIFTH QUARTER

T-BUS 207M Dictation & Transcription 3 2 4
Covering materials appropriate to the course of study, the student
develops the accuracy, speed, and vocabulary that will enable her
to meet the stenographic requirements of business and profes-
sional offices. Minimum dictation rate of 110 words per minute re-

quired for five minutes on new material.

Prerequisite: T-BUS 20GM.

T-ENG 204 Oral Communication 3 0 3
A study of basic concepts and principles of oral communications
to enable the student to communicate with others. Emphasis is

placed on the speaker’s attitude, improving diction, voice, and the
application of particular techniques of theory to correct speaking
habits and to produce effective oral presentation. Particular at-

tention given to conducting meetings, conferences, and interviews.
Prerequisite: T-ENG 101.

T-BUS 229 Taxes 3 2 4
Application of federal and state taxes to various businesses and
business conditions. A study of the following taxes: income, pay-
roll, intangible, capital gain, sales and use, excise, and inheritance.

Prerequisite: T-BUS 121.

T-BUS 211 Office Machines 3 2 4
Instructions in the operation of the bookkeeping-accounting ma-
chines, duplicating equipment, and the dictating and transcribing
machines.

Prerequisite: T-BUS 110.
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

T-PSY 112 Personality Development 3 0 3

Designed to help the student recognize the importance of the physi-

cal, intellectual, social, and emotional dimensions of personality.

Emphasis is placed on grooming and methods of personality im-
provement.
Prerequisite: None.

T-BUS 112 Filing 3 0 3

Fundamentals of indexing and filing, combining theory and prac-
I ice by the use of miniature letters, filing boxes and guides. Alpha-
betic, Triple Check, Automatic, Geographic, Subject, Soundex, and
Dewey Decimal Filing.

SIXTH QUARTER

T-BUS 208M Dictation & Transcription 3 2 4
Principally a speed building course, covering materials appropriate
to the course of study, with emphasis on speed as well as accuracy.
Minimum dictation rate of 120 words per minute required for five

minutes on new material.

Prerequisite: T-BUS 207M.

T-BUS 271 Office Management 5 0 5
Presents the fundamental principles of office management. Em-
phasis on the role of office management including its functions,
office automation, planning, controlling, organizing and actuating
office problems.

Prerequisite: None.

T-BUS 214 Secretarial Procedures 3 2 4
Designed to acquaint the student with the responsibiliies encoun-
tered by a secretary during the work day. These include the fol-

lowing: receptionist duties, handling the mail, telephone tech-
niques, travel information, telegrams, office records, purchasing of
supplies, office organization, and insurance claims.

T-SSC 201 Social Science 3 0 3
An integrated course in the social sciences, drawing from the fields

of anthropology, psychology, history, and sociology.
Prerequisite: None.

T-BUS 183M Terminology, Vocabulary, &
Spelling 5 0 5

A course to develop an understanding of the terminology and
vocabulary appropriate to the course of study, as it is used in
business, technical and professional offices.



SECRETARIAL - LEGAL

INTRODUCTION

The demand for better qualified legal secretaries in our ever-ex-

panding legal profession throughout the state is becoming more
acute. Qualified Legal Secretaries will relieve the attorney of rou-

tine administrative matters.

PURPOSE

The purpose of the Legal Secretary Curriculum is to outline a

training program that will provide specialized training in the ac-

cepted procedures required by the legal profession, and to enable

persons to become proficient soon after accepting employment in

the legal office.

The specific objectives of the Legal Secretarial Curriculum are to

develop the following competencies:

1. Skill in typing, dictation, transcription, and legal terminology.

2. Special training in accounting, business mathematics, business

law, and office machines.

3. Understanding and skill in the effective use of communications,

human relations and personality, and social science in legal

functions.

JOB DESCRIPTION

The graduate of the Legal Secretarial Curriculum should have a

knowledge of legal terminology, skill in dictation and accurate

transcription of legal records, reports, letters, and documents. The
duties of a Legal Secretary may consist of: taking dictation and
transcribing letters, memoranda and reports, meeting office callers

and screening telephone calls, filing, and scheduling appointments.

Opportunities for employment of the graduate exist in a variety

of secretarial positions in the legal profession such as in lawyers’

offices and state and governmnet offices.

10



SECRETARIAL — LEGAL
SUGGESTED CURRICULUM BY QUARTERS

Course Title Hours Per Week Quarter

Class Lab
Hours
Credit

FIRST QUARTER
T-ENG 101 Grammar 3 0 3

T-ENG 101L English Enrichment* 2 0

T-MAT 110 Business Mathematics 5 0 5

T-BUS 102 Typewriting 2 3 3

T-BUS 101 Introduction to Business 5 0 5

T-BUS 106 Shorthand 3 2 4

20 5 20
SECOND QUARTER
T-ENG 102 Composition 3 0 3

T-BUS 103 Typewriting 2 3 3

T-BUS 107 Shorthand 3 2 4
T-BUS 120 Accounting 3 2 4
T-BUS 115 Business Law 5 0 5

16 7 19

THIRD QUARTER
T-ENG 103 Report Writing 3 0 3

T-BUS 104 Typewriting 2 3 3
T-BUS 108 Shorthand 3 2 4
T-BUS 121 Accounting 3 2 4
T-BUS 116 Business Law 5 0 5

16 7 19
FOURTH QUARTER
T-ENG 206 Business Communication 3 0 3

T-BUS 206L Dictation & Transcription

(Legal) 3 2 4
T-BUS 205 Advanced Typewriting 2 3 3
T-BUS 110 Office Machines 3 2 4
T-EDP 104 Inti’oduction to Data Processing 3 2 4

14 9 18
FIFTH QUARTER
T-BUS 207L Dictation & Transcription

(Legal) 3 2 4
T-ENG 204 Oral Communication 3 0 3
T-BUS 229 Taxes 3 2 4
T-BUS 211 Office Machines 3 2 4
T-PSY 112 Personal Development 3 0 3

T-BUS 112 Filing 3 0 3

18 6 21
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Course Title

SIXTH QUARTER
T-BUS 208L Dictation & Transcription

(Legal)

T-BUS 271 Office Management
T-BUS 214 Secretarial Procedures

T-SSC 201 Social Science

T-BUS 183L Term., Vocabulary, &
Spelling (Legal)

Hours Ter Week Quarter
Hours

Class Lab Credit

3 2 4

5 0 5

3 2 4

3 0 3

5 0 5

19 4 21

* Selected Individuals as Recommended by Instructor

SECRETARIAL — LEGAL
COURSE DESCRIPTIONS BY QUARTERS

Course Title Hours Per Week Quarter
Hours

Class Lab Credit

FIRST QUARTER

T-ENG 101 Grammar 3 0 3

Designed to aid the student in the improvement of self-expression

in grammar. The approach is functional with emphasis on gram-

mar, diction, sentence structure, punctuation, and spelling. In-

tended to stimulate students in applying the basic principles of

English grammar in their day-to-day situations in industry and

social life.

T-ENG 101L English Enrichment* 2 0 0

Designed primarily for those students who need individual assist-

ance in those subjects covered in T-ENG 101. Attendance is man-

datory at the discretion of instruction.

Prerequisite: None.

T-MAT 110 Business Mathematics 5 0 5

This course stresses the fundamental operations and their appli-

cation to business problems. Topics covered include payrolls, price

marking, interest and discount, commission, taxes, and pertinent

uses of mathematics in the field of business.

Prerequisite: None.

T-BUS 102 Typewriting 2 3 3

Introduction to the touch typewriting system with emphasis on

• Selected Individuals as Recommended by Instructor
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

correct techniques, mastery of the keyboard, simple business cor-

respondence, tabulation, and manuscripts.

Prerequisite: None.

T-BUS 101 Introduction to Business 5 0 5

A survey of the business world with particular attention devoted
to the structure of the various types of business organization,

methods of financing, internal organization, and management.
Prerequisite: None.

T-BUS 106 Shorthand 3 2 4
A beginning course in the theory and practice of reading and writ-

ing shorthand. Emphasis on phonetics, penmanship, word families,

brief forms, and phrases.

Prerequisite: None.

SECOND QUARTER

T-ENG 102 Composition 3 0 3

Designed to aid the student in the improvement of self-expression

in business and technical composition. Emphasis is on the sentence,
paragraph and whole composition.

Prerequisite: T-ENG 101.

T-BUS 103 Typewriting 2 3 3
Instruction emphasizes the development of speed and accuracy
with further mastery of correct typewriting techniques. These
skills and techniques are applied in tabulation, manuscript, cor-

respondence, and business forms.
Prerequisite: T-BUS 102 or the equivalent. Speed requirement, 30
words per minute for five minutes.

T-BUS 107 Shorthand 3 2 4
Continued study of theory with greater emphasis on dictation and
elementary transcription.

Prerequisite: T-BUS 106 or the equivalent.

T-BUS 120 Accounting 3 2 4
Principles, techniques and tools of accounting, for understanding
of the mechanics of accounting. Collecting, summarizing, analyz-
ing, and reporting information about service and mercantile enter-
prises, to include practical application of the principles learned.
Prerequisite: T-MAT 110.

T-BUS 115 Business Law 5 0 5
A general course designed to acquaint the student with certain
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Course Title Ilours Per TVeek Quarter
Hours

Class Lab Credit

fundamentals and principles of business law, including contracts,

negotiable instruments, and agencies.

Prerequisite: None.

THIRD QUARTER

T-ENG 103 Report Writing 3 0 3

The fundamentals of English are utilized as a background for the

organization and techniques of modern report writing. Exercises

in developing typical reports, using writing techniques and graphic

devices are completed by the students. Practical application in the

preparation of a full-length report is required of each student at

the end of the term. This report must have to do with something

in his chosen curriculum.

Prerequisite: T-ENG 102.

T-BUS 104 Typewriting 2 3 3

Emphasis on production typing problems and speed building. At-

tention to the development of the student’s ability to function as

an expert typist, producing mailable copies. The production units

are tabulation, manuscript, correspondence, and business forms.

Prerequisite: T-BUS 103 or the equivalent. Speed requirement, 40

words per minute for five minutes.

T-BUS 108 Shorthand 3 2 4

Theory and speed building. Introduction to office style dictation.

Emphasis on development of speed in dictation and accuracy in

transcription.

Prerequisite: T-BUS 107.

T-BUS 121 Accounting 3 2 4

Continuation of accounting principles learned in 120 with detailed

emphasis on notes, deferrals, accruals. Includes a study of current

and fixed assets with special attention to receivables, inventory

and plant assets.

T-BUS 116 Business Law 5 0 5

Includes the study of laws pertaining to bailments, sales, risk-

bearing, partnership-corporation, mortgages, and property rights.

Prerequisite: T-BUS 115.

FOURTH QUARTER

T-ENG 206 Business Communication 3 0 3

Develops skills in techniques in writing business communications.

Emphasis is placed on writing action—getting sales letters and
prospectuses. Business reports, summaries of business conferences,

letters involving credit, collections, adjustments, complaints, orders,

acknowledgements, remittances, and inquiry.

Prerequisite: T-ENG 102.
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

T-BUS 208L Dictation and Transcription
(Legal) 3 2 4

Develops the skill of taking dictation and of transcribing at the
typewriter materials appropriate to the course of study, which in-

cludes a review of the theory and the dictation of familiar and
unfamiliar materials at varying rates of speed. Minimum dictation
rate of 100 words per minute required for five minutes on new
materials.

Prerequisite: T-BUS 108.

T-BUS 205 Advanced Typewriting 2 3 3

Emphasis is placed on the development of individual production
rates. The student learns the techniques needed in planning and in

typing projects that closely approximate the work appropriate to
the field of study. These projects include review of letter forms,
methods of duplication, statistical tabulation, and the typing of
reports, manuscripts and legal documents.
Prerequisite: T-BUS 104. Speed requirement, 50 words per minute
for five minutes.

T-BUS 110—Office Machines 3 2 4
A general survey of the business and office machines. Students will
receive training in techniques, processes, operation and application
of the ten-key adding machines, full keyboard adding machines,
and calculator.

Prerequisite: None.
T-EDP 104 Introduction to Data Processing

Systems 3 2 4
Fundamental concepts and operational principles of data proces-
sing systems, as an aid in developing a basic knowledge of com-
puters, prerequisite to the detail study of particular computer
problems. This course is a prerequisite for all programming courses.
Prerequisite: None.

FIFTH QUARTER

T-BUS 207L Dictation and Transcription
(Legal) 3 2 4

Covering materials appropriate to the course of study, the student
develops the accuracy, speed, and vocabulary that will enable her
to meet the stenographic requirements of legal offices. Minimum
dictation rate of 110 words per minute required for five minutes
on new material.

Prerequisite: T-BUS 206.

T-ENG- 204 Oral Communication 3 0 3
A study of basic concepts and principles of oral communications
to enable the student to communicate with others. Emphasis is

placed on the speaker’s attitude, improving diction, voice, and the
application of particular techniques of theory to correct speaking
habits and to produce effective oral presentation. Particular at-
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

tention given to conducting meetings, conferences, and interviews.

Prerequisite: T-BNG 101.

T-BUS 229 Taxes 3 2 4

Application of federal and state taxes to various businesses and

business conditions. A study of the following taxes: income, pay-

roll, intangible, capital gain, sales and use, excise, and inheritance.

Prerequisite: T-BUS 121.

T-BUS 211 Office Machines 3 2 4

Instructions in the operation of the bookkeeping-accounting ma-

chines, duplicating equipment, and the dictating and transcribing

machines.
Prerequisite: T-BUS 110.

T-PSY 112 Personality Development 3 0 3

Designed to help the student recognize the importance of the physi-

cal, intellectual, social, and emotional dimensions of personality.

Emphasis is placed on grooming and methods of personality im-

provement.
Prerequisite: None.

T-BUS 112 Filing 3 0 3

Fundamentals of indexing and filing, combining theory and prac-

tice by the use of miniature letters, filing boxes and guides. Alpha-

betic, Triple Check, Automatic, Geographic, Subject, Soundex, and

Dewey Decimal filing.

SIXTH QUARTER

T-BUS 208L Dictation and Transcription

(Legal) 3 2 4

Principally a speed building course, covering materials appropriate

to the course of study, with emphasis on speed as well as accuracy.

Minimum dictation rate of 120 words per minute required for five

minutes on new material.

Prerequisite: T-BUS 207.

T-BUS 271 Office Management 5 0 5

Presents the fundamental principles of office management. Em-
phasis on the role of office management including its functions,

office automation, planning, controlling, organizing and actuating

office problems.

Prerequisite: None.

T-BUS 214 Secretarial Procedures 3 2 4

Designed to acquaint the student with the responsibilities encoun-

tered by a secretary during the work day. These include the fol-

lowing : receptionist duties, handling the mail, telephone techniques,

travel information, telegrams, office records, purchasing of sup-

plies, office organization, and insurance claims.

Prerequisite: None.
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

T-SSC 201 Social Science 3 0 3

An integrated course in the social sciences, drawing from the fields

of anthropology, psychology, history, and sociology.

Prerequisite: None.
T-BUS 183L Terminology, Vocabulary, &

Spelling 5 0 5

A course to develop an understanding of the terminology and
vocabulary appropriate to the course of study, as it is used in
business, technical and legal offices.

MECHANICAL DRAFTING & DESIGN
TECHNOLOGY
INTRODUCTION

PURPOSE
This curriculum guide was prepared for the purpose of outlining

a two year training program for students of mechanical drafting
and design technology. There are certain identifiable duties which
are common to all technicians of this general classification and
which comprise the basic areas of technical knowledge they need.
This curriculum has been designed for training persons in the ac-

cepted performance of these basic duties that will be assigned, and
to enable the individual student to become proficient in a short
time after he becomes employed in the industry.

Courses in general education have been included to give a stu-

dent the assurance and understanding that comes with education
upon a broad base. The technician associates with many levels of
thought and expression—administrative personnel, scientists, en-
gineers, skilled workmen—and must be able to communicate effec-

tively with all levels.. Courses containing essential information
from related subject areas, such as mathematics, physics, and
mechanics, have been included in order to provide the student a
better academic base for his training. Emphasis is placed upon
ability to think and plan, as well as drafting procedures and tech-
niques.

JOB DESCRIPTION
Mechanical drafting and design technicians are concerned with

the preparation of drawings for design proposals, for experimental
models and items for production use.

These technicians perform many aspects of drafting in a spe-
cialized field, such as the developing of the drawing of a section,

sub-assembly or major component. Investigating design factors
and availability of material and equipment, production methods
and facilities are frequent assignments. They assist in the design
of units and controls from specifications by utilizing drawings of
existing units and reports on functional performance. They may
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draw components in industrial fields based on engineers’ original

design concepts or specific ideas. Also, they may be assigned as

coordinators for the execution of related work of other design,

production, tooling, material and planning groups. Technicians

with experience in this classification may often supervise the prepa-

ration of working drawings.

These technicians are employed in many types of manufactur-

ing, fabrication, research development and service industries. Sub-

stantial numbers also are employed in communications, transpor-

tation, public utilities, consulting engineering firms, and federal,

state, and local governments.

MECHANICAL DRAFTING & DESIGN TECHNOLOGY
SUGGESTED CURRICULUM BY QUARTERS

Course Title Hours Per Week Quarter
Hours

Class Lab Credit

FIRST QUARTER
T-ENG 101 Grammar 3 0 3

T-MAT 101 Technical Mathematics 5 0 5

T-DFT 101 Technical Drafting 3 12 7

T-MEC 101 Machine Processes 1 6 3

12 18 18

SECOND QUARTER
T-ENG 102 Composition 3 0 3

T-MAT 102 Technical Mathematics 5 0 5

T-PHY 101 Physics: Properties of Matter 3 2 4

T-DFT 102 Technical Drafting 2 8 4

T-MEC 102 Machine Processes 1 6 3

14 16 19

THIRD QUARTER
T-ENG 103 Technical Report Writing 3 0 3

T-MAT 103 Technical Mathematics 5 0 5

T-PHY 102 Physics: Work, Power, Energy 3 2 4

T-DFT 103 Technical Drafting 3 9 6

T-MEC 103 Machine Processes 2 3 3

16 14 21

FOURTH QUARTER
T-ENG 201 Oral Communications 3 0 3

T-DFT 201 Descriptive Geometry 2 4 4

T-PI1Y 106 Physics: Applied Mechanics 3 2 4

T-DFT 201 Technical Drafting 3 7 5

T-MEC 205 Strength of Materials 3 2 4

14 15 20
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Course Title Hours Per Week Quarter

FIFTH QUARTER
Hours

T-DFT 205 Design Drafting I 3 9 6
T-DFT 211 Mechanisms 3 2 4
T-MEC 210 Physical Metallurgy 3 3 4
T-MEC 235 Hydraulics and Pneumatics 3 3 4

12 17 18
SIXTH QUARTER
T-SSC 201 Social Science 3 0 3
T-PSY 206 Applied Psychology 3 0 3
T-DFT 230 Structural Drafting 3 12 7
T-MEC 211 Physical Metallurgy 3 3 4

12 15 17

MECHANICAL DRAFTING & DESIGN TECHNOLOGY
COURSE DESCRIPTION BY QUARTERS

Coarse Title Hours Per Week Quarter
Hours

FIRST QUARTER
Class Lab Crcd“

T-ENG 101 Grammar 3 0 3
Designed to aid the student in the improvement of self-expression
in grammar. Ihe approach is functional with emphasis on gram-
mar, diction, sentence structure, punctuation, and spelling. Intend-
ed to stimulate students in applying the basic principles of Eng-
lish grammar in their day-to-day situations in industry and social
lile.

Prerequisite : None.

T-MAT 101 Technical Mathematics 5 0 5
ihe real number system is developed as an extension of natural
numbers. Number systems of various bases are introduced. Funda-
mental algebraic operations, the rectangular coordinate system, as
well as fundamental trigonometric concepts and operations are
introduced. The application of these principles to practical prob-
lems is stressed.

1 lerequisite : Satisfactory evidence that admission requirements
have been met.

T-DFT 101 Technical Drafting 3 12 7
Ihe field of drafting is introduced as the student begins study of
drawing principles and practices for print reading and describing
objects m the graphic language. Basic skills and techniques of
di afting included are: use of drafting equipment, lettering, free-
hand orthographic and pictorial sketching, geometric construction,
orthographic instrument drawing of principal views, and standards
and practices of dimensioning. The principles of isometric, oblique,
and perspective are introduced.
Prerequisite: None.
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

T-MEC 101 Machine Processes 1 6 3

An introductory course designed to acquaint the student with basic

hand tools, safety procedures and machine processes of our modern

industry. It will include a study of measuring instruments, charac-

teristics of metals and cutting tools. The student will become

familiar with the lathe family of machine tools by performing

selected operations such as turning, facing, threading, drilling,

boring, and reaming.

Prerequisite: None.

SECOND QUARTER

T-ENG 102 Composition 3 0 3

Designed to aid the student in the improvement of self-expression

in business and technical composition. Emphasis is on the sentence,

paragraph and whole composition.

Prerequisite : T-ENG 101.

T-MAT 102 Technical Mathematics 5 0 5

A continuation of T-MAT 101. Advanced algebraic and trigono-

metric topics including quadratics, logarithms, determinants, pro-

gressions, the binomial expansion, complex numbers, solution of

oblique triangles and graphs of the trigonometric functions are

studied in depth.

Prerequisite : T-MAT 101.

T-PHY 101 Physics: Properties of Matter 3 2 4

A fundamental course covering several basic principles of physics.

The divisions included are solids and their characteristics, liquids

at rest and in motion, gas laws and applications. Laboratory experi-

ments and specialized problems dealing with these topics are part

of this course.

Prerequisite: None.

T-DFT 102 Technical Drafting 2 8 4

The application of orthographic projection principles to the more

complex drafting problems, primary and secondary auxiliary views,

simple and successive revolutions, and sections and conventions

will be studied. Most important is the introduction of the graphical

analysis of space problems. Problems of practical design elements

involving points, lines, planes, and a combination of these elements

shall be studied. Dimensioning practices for “details” and “work-

ing drawings,” approved by the American Standards Association

will also be included. Introduction is given to intersections and

developments of various types of geometrical objects.

Prerequisite: T-DFT 101.

T-MEC 102 Machine Processes 16 3

Advanced operations on lathe, drilling, boring and reaming ma-

chines. Milling machine theory and practice. Thorough study of

the types of milling machines, cutters, jig and fixture devices, and
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit

the accessories used in a modern industrial plant. Safety in the
operational shop is stressed.

Prerequisite: T-MEC 101.

THIRD QUARTER

T-ENG 103 Technical Report Writing 3 0 3
The fundamentals of English are utilized as a background for the
organization and techniques of modern report writing. Exercises
in developing typical reports, using writing techniques and graphic
devices are completed by the students. Practical application in the
preparation of a full-length report is required of each student at
the end of the term. This report must have to do with something
in his chosen curriculum.

Prerequisite: T-ENG 102.

T-MAT 103 Technical Mathematics 5 0 5
The fundamental concepts of analytical geometry, differential and
integral calculus are introduced. Topics included are graphing tech-
niques, geometric and algebraic interpretation of the derivative,
differentials, rate of change, the integral and basic integration
techniques. Applications of these concepts to practical situations
are stressed.

Prerequisite: T-MAT 102.

T-PHY 102 Physics: Work, Power, Energy 3 2 4
The major areas covered in this course are work, power, and
energy. Instruction includes such topics as statics, forces, center
of gravity, and dynamics. Units of measurement and their appli-
cations are a vital part of this course. A practical approach is used
in teaching students the use of essential mathematical formulas.
Prerequisites: T-PHY 101, T-MAT 101.
T-DFT 103 Technical Drafting 3 9 6
Intersection and developments and their practical solutions. Where
applicable, model solutions accompany the problems. The various
techniques employed to produce and render isometric and oblique
drawings, dimetric and trimetrie projections, will be included.
Prerequisite: T-DFT 102.

T-MEC 103 Machine Processes 2 3 3
A continued study of the advanced operations on lathe, drilling,
boring and reaming machines. Milling machine theory and prac-
tice. 1 horough study of the types of milling machines, cutters, jig
and fixture devices, and the accessories used in a modern industrial
plant. Safety in the operational shop is stressed.
Prerequisite: T-MEC 102.

FOURTH QUARTER

T-ENG 204 Oral Communications 3 0 3
A study of basic concepts and principles of oral communications

2.1



Course Title Hours Per Week Quarter
Hoars

Class Lab Credit

to enable the student to communicate with others. Emphasis is

placed on the speaker’s attitude, improving diction, voice, and the

application of particular techniques of theory to correct speaking

habits and to produce effective oral presentation. Particular at-

tention given to conducting meetings, conferences, and interviews.

Prerequisite: T-ENG 101.

T-DFT 204 Descriptive Geometry 2 4 4

Graphic analysis of space problems involving points, lines, planes,

connectors, and a combination of these. Practical design problems

will be stressed with analytical verification where applicable.

Visualization shall be stressed on every problem.

Prerequisite: T-DFT 102, T-MAT 102.

T-PHY 106 Physics: Applied Mechanics 3 2 4

Concepts and principles of statics and dynamics. Parallel concur-

rent and noncurrent force systems in coplanar and noncoplanar

situations. Concepts of centroids and center of gravity, moments

of inertia, fundamentals of kinetics, and kinematics of velocity and

motion.

Prerequisites: T-MAT 103, T-PHY 102.

T-DFT 201 Technical Drafting 3 7 5

Applications and constructions of charts, graphs, and nomographs

in engineering and technical data. Screw threads, springs, keys,

rivets, piping, and welding symbols, methods of representing and

specifying will be covered. Basic mechanisms of motion transfer,

gears and cams, will be studied and drawn with emphasis on

methods of specifying, calculating, dimensions, and delineating.

Prerequisite: T-DFT 103.

T-MEC 205 Strength of Materials 3 2 4

Study of principles and analysis of stresses which occur within

machine and structure elements subjected to various types of loads

such as static, impact, varying and dynamic. Analyses of these

stresses are made as applied to thin-walled cylinders and spheres,

riveted and welded joints, beams, columns and machine coinpo-

nents.

Prerequisites: T-PIIY 106, T-MAT 103.

FIFTH QUARTER

T-DFT 205 Design Drafting I 3 9 6

Basic design is introduced in the study of motion transfer mechan-

isms as they relate to power trains. Principles of design sketching,

design drawing, layout drafting, detailing from layouts, produc-

tion drawings and simplified drafting practices constitute areas of

study. Types and methods of specifying materials and workman-

ship are an integral part of the course.

Prerequisites: T-DFT 204, T-MAT 102, T-PHY 102.
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Course Title Hours Per Week Quarter
Hours

Class Lab Credit
T-DFT 211 Mechanisms 3 2 4
Mathematical and drafting room solutions of problems involving
the principles of machine elements. Study of motions of linkages,
velocities and acceleration of points within a link mechanism;
layout methods for designing cams, belts, pulleys, gears and gear
trains.

Prerequisites: T-DFT 201 & 204, T-MAT 103, T-PPIY 106.
T-MEC 210 Physical Metallurgy 3 3 4
Introductory course in metallurgy, a basic study of the properties
of metals and alloys. Analysis of the structure of metals and al-
loys, atomic structure, nuclear structure, and nuclear reactions.
Solid (crystalline) structures, methods of designating crystal
Planes; liquid and vapor phases; phase diagrams; and alloy' sys-
tems.

Prerequisite: T-PHY 101.

T-MEC 235 Hydraulics and Pneumatics 334
The basic theories of hydraulic and pneumatic systems. Combina-
tions, of systems in various circuits. Basie designs and functions of
circuits and motors, controls, electrohydraulic servomechanisms,
plumbing, filtration, accumulators and reservoirs.
Prerequisite: T-PIiY 102.

SIXTH QUARTER

T-SSC 201 Social Science 3 0 3
An integrated course in the social sciences, drawing from the fields
of anthropology, psychology, history, and sociology.
Prerequisite: None.
T-PSY 206 Applied Psychology 3 0 3
A study of the principles of psychology that will be of assistance
m the understanding of inter-personal relations on the job. Moti-
vation, feelings and emotions are considered with particular refer-
ence to on-the-job problems. Other topics investigated are: em-
ployee selection, supervision, job satisfaction, and industrial con-
flicts. Attention is also given to personal and group dynamics so
that the student may learn to apply the principles of mental hy-
giene to his adjustment problems as a worker and a member of the
general community.
Prerequisite: None.
T-MEC 211 Physical Metallurgy 3 3 4
Properties of metals and alloys, the reactions of metals, diffusion,
carburizing, metal bonding and homogenization; recrystallization
and grain growth, age hardening, nitriding, internal oxidation;
heat treatment of steel; laboratory experiments and demonstra-
tions.

Prerequisite: T-MEC 210.

T-DFT 230 Structural Drafting 3 12 7
A study and drawings of structural plans, details and shop draw-
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ings of the structural components of buildings and machines to

include steel, reinforced concrete, and timber structures. Appro-
priate symbols, conventions, dimensioning practices, and notes as

used by the draftsman will be included. Emphasis will be placed

on drafting of appropriate drawings for fabrication and erection

of the structural components.

RADIO, TELEVISION AND ELECTRONIC
SERVICING

INTRODUCTION

Within recent years improved electronic techniques have provided

expanded entertainment and educational facilities in the form of

monochrome and color television, frequency modulated radio, high

fidelity amplifiers and stereophonic sound equipment. These de-

velopments require expanded knowledge and skill of the individual

who would qualify as a competent and up-to-date serviceman.

PURPOSE
This curriculum guide provides a one-year training program

which will provide the basic knowledge and skills involved in the

installation, maintenance and servicing of radio, television and
sound amplifier system. A large portion of time is spent in the

laboratory veryfying electronic principles and developing servicing

techniques.

JOB DESCRIPTION
A radio and television serviceman may be required to install,

maintain and service amplitude modulated and frequency modu-
lated home and auto radios, transistorized radios, monochrome and

color television sets, intercommunication, public address and pag-

ing systems, high fidelity and stereophonic amplifiers, record play-

ers and tape recorders.

Ilis work will require meeting the public both in the repair shop

and on service calls. A serviceman who establishes his own busi-

ness will also need to know how to maintain business records and
inventory.

RADIO, TELEVISION AND ELECTRONIC SERVICING
SUGGESTED CURRICULUM BY QUARTERS

Course Title Hours Per Week Quarter

Class Lab
Hours
Credit

FIRST QUARTER
MAT 1115 Electrical Mathematics 5 0 5

ENG 1101 Reading Improvement 5 0 5

ELC 1112 Direct & Alternating Current 8 12 12

18 12 22
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Course Title Hours Per Week Quarter
Hours

SECOND QUARTER
Class Lab Credit

MAT 1116 Electrical Mathematics 5 0 5

ENG 1102 Communication Skills

ELN 1122 Vacuum Tubes & Electronic

3 0 3

Circuits 7 7 9

ELN 1123 Amplifier Systems 3 5 4

THIRD QUARTER
18 12 21

ELN 1125 Radio Receiver Servicing

ELN 1126 Transistor Theory & Electronic

5 3 6

Circuits 5 14 9

l’SY 1101 Human Relations 3 0 3

FOURTH QUARTER
ELN 1127 Television Receiver Circuits and

13 17 18

Servicing 10 17 15
BUS 1103 Small Business Operations 3 0 3

13 17 18

RADIO, TELEVISION AND ELECTRONIC SERVICING
COURSE DESCRIPTIONS BY QUARTERS

Course Title Hours Per Week Quarter
Hours

Class Lab Credit

FIRST QUARTER
MAT 1115 Electrical Mathematics 5 0 5

An introductory algebra course with trigonometry and vectors
needed in alternating current: algebraic operations of addition,
subtraction, multiplication and division; use of letters and signs,

grouping, factoring; exponents, ratios and proportions; algebraic
and graphic solutions of first-degree equations; introduction to
trigonometric functions, their graphs and applications to right tri-

angles. Addition, subtraction and resolution of vector quantities.
Prerequisite: None.
ENG 1101 Reading Improvement 3 0 3
Designed to improve the student’s ability to read rapidly and ac-
curately. Special machines are used for class drill to broaden the
span of recognition, to increase eye coordination and word group
recognition and to train for comprehension in larger units.

Prerequisite: None.
ELC 1112 Direct and Alternating Current 8 12 12
A study of the structure of matter and the electron theory, the
relationship between voltage, current and resistance in series, paral-
lel and series-parallel circuits. Analysis of direct current circuits
by Ohm’s law and Kirchoff’s law; sources of direct current poten-
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tials. Fundamental concepts of alternating current flow
;
a study

of reactance, impedance, phase angle, power and resonance and
alternating circuit analysis.

Prerequisite : None.

SECOND QUARTER

MAT 1116 Electrical Mathematics 5 0 5

A working knowledge of the powers of 10, Ohm’s Law for series

and parallel circuits, quadratic equations, Kirchoff’s Laws, trigo-

nometric functions, plane vectors, alternating currents, vector

algebra and logarithms.

Prerequisite: MAT 1115.

ENG 1102 Communication Skills 3 0 3

Designed to promote effective communication through correct lan-

guage usage in speaking and writing.

Prerequisite: ENG 1101.

ELN 1122 Vacuum Tubes and Electronic

Circuits 7 7 9

An. introduction to vacuum tubes and their development; the

theory, characteristics and operation of vacuum diodes, semi-con-

ductor diodes, rectifier circuits, filter circuits, triodes and simple
voltage amplified circuits.

Prerequisites: ELC 1112, MAT 1115.

ELN 1123 Amplified Systems 3 5 4
An introduction of commonly used servicing techniques as applied
to monophonic and stereophonic high fidelity amplifier systems and
auxiliary equipment. The operation and servicing of inter-com-
munication amplifiers and switching circuits will also be taught.
Prerequisites: MAT 1115, ELC 1112.

THIRD QUARTER

ELN 1125 Radio Receiver Servicing 5 3 6

Principles of radio reception and practices of servicing; included
are block diagrams of radio receivers, servicing techniques of AM
and FM receivers by resistance measurements, signal injection,

voltage analysis, oscilloscope methods of locating faulty stages and
components and the alignment of AM and FM receivers.

Prerequisites: ELN 1123, ELN 1122.

ELN 1126 Transistor Theory and Electronic

Circuits 5 14 9

Transistor theory, operation, characteristics and their application
to audio and radio frequency amplifier and oscillator circuits.

Prerequisite: ELN 1123.

PSY 1101 Human Relations 3 0 3

A study of basic principles of human behavior. The problems of

the individual are studied in relation to society, group member-
ship, and relationships within the work situation.

Prerequisite: None.
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FOURTH QUARTER

ELN 1127 Television Receiver Circuits and
Servicing 10 17 15

A study of principles of television receivers, alignment of radio
and intermediate frequency amplifiers, adjustment of horizontal
and vertical sweep cricuits will be taught. Techniques of trouble-
shooting and repair of TV receivers with the proper use of asso-
ciated test equipment will be stressed. Additional study of more
specialized servicing techniques and oscilloscope waveform analy-
sis will be used in the adjustment, troubleshooting and repair of
the color television circuits.

Prerequisites: ELN 1126, ELN 1125.

BUS 1103 Small Business Operations 3 0 3
An introduction to the business world, problems of small business
operation, basic business law, business forms and records, financial
problems, ordering and inventorying, layout of equipment and of-
fices, methods of improving business, and employer-employee rela-
tions.

Prerequisite: None.
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