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FOREWORD

This document describes the existipng programs of
study in terms of how they will be recorganized as
of September 1987, when the vocational &ducatiocn
gections of the Regulation Respecting the Basis
of Secondary School Organization, as amended by
govarnment decree on December 10, 1986, will come
inte effecr.

The new organizationmal framework will in no way
affect the official or experimental status of
thege programs.

However, the present grouping of certain programs
inte the branch leading to a Secondary School
Vocational Diploma (55VD) may be reexamined once
the ecriteria for classification Into either one
of the two basie branches (85VC or 8SVD) have
been established and all necessary consultation
has been completed. Clearly, any students who
have already begun their studies 1In the branch
leading to a Secoundary School Vocational Diploma
will be able to complete their studiegs in thig

branch.




INTRODUCTION

This document covers the programs listed in Handbooks 02 and

04 and those labelled "Revised Versien” which pertain to the branch
leading to a Secondary School Vocational Diploma. Ouly the programs

currently being offered have been reorganized.

These programs have been divided into several courses. Their
content and oblectives remain unchanged, except in a few cases where

ad justments were necegsary 1in order te Incorporate the new organiza-

tional framework for vocational education.

This document haz three gectinns:
g Lhree section =

1. Changes to the Regulations Respecting the Basis of Secondary
School Organization

This section describes the basic changes adopted by the Québec
government in December 1986.

2. The New Organizational Framework For the Programs

This section outlines the overall aim of the reorganization of the
programs, the characteristics of the reorganized programs and the
general model for the presentation of these programs.

3. The Reorganized Programs

This section lists the reorganized programs for each vocational
gsector. It also describes the particular featureg, if any, of
certain programs that differ In their presentation, content or mode
of instructional organization. Finally, 1t gives a breakdown of the

reorganized programs themselves.



1.

CHANGES TO THE REGULATION RESFECTING THE BASIS OF SECONDARY SCHOOL
ORGANIZATION

The Regulation was amended by the Government in December
1986. The amendments adopted defipe the admission requirements for
the vocational educatiom progtams and wvake substantial changes to
the organizational framework for vocational education as well as to
the rules regarding certification of studies.

In terms of organization, rthe Regulation iIntroduces two
basic branches of srudy: one leading to a Secondary School Voca-
tional Diploma (55VD)} and the other to a Secondary School Vocational
Cerctificate (83VC). It also introduces a2 complementary branch which
leads to an Attestation of Vocational Specilalization (AV3). The
branch leading to a 3SSVD will be made avaible to students as of
September 1987. The two other branches will be open as of September
1988.

The programs leading to an S5VD are full-time vocational
e¢ducation programs which entail either 900, 1 350 or 1 800 hours of
study. The programs in this branch do not include any general edu-
¢ation courses, as was the case with the long-vocational programs.

The specific rules for the certificarion of gtudies in voca-—
tional education have been modified in such a way that a student
must now earn credits for each coursze of a given program in order to
receive either of the twe certification documents for vocational
studies. These rules also imply the evaluation of the student's
learning in each course of a progranm.

THE NEW ORGANIZATIONAL FRAMEWORK FOR THE FPROGRAMS
2.1 Aim

The new rules for the certificaticon of studies in vocational

education stipulate that all programs must be presented in the form
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Secondary School Vocational Diploma as of September 1987.



Neither the programs listed in Handbook 02 (1977-1979)
and in the English equivalent, Handbeook 04 (1977-1979), nor the
programs labelled “"Revised Version" meet the requirements of the new
rules for the certification of studies because these programms are
not made up of courses. The purpose of reorganizing the programs is
thug to make them conform to the new rules applicable to the certi-
fication of studies by dividing the content of each program into
several courses. A credit value is assigned to each course and is
determined by the duration and level of difficulty of the course.

2.2 Characteristics of the Reorganized Programs
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courses. The total number of teaching hours corresponds to
the length of time allotted to the program in question.

b) The reorganized programs combine the common core courses and
the specialized courses of the currently existing programs.
Each reorganlzed program is identified by its area of spe-—
clalization and bears a new four-digit code.

¢) The duration of the new programs is set at 900, 1 350 or
1 800 hours. The majority of them are 1 350 hours long. The
existing programs are being reorganized (divided into courses)
and extended from 1 200 to 1 350 hours. A few have been
reduced to 900 hours because their current content does not
justify the time formerly allocated to them.

d) Most of the programs which have been extended ta 1 350 hours
do not include any additional content or objectives. The 130
additional hours have been distributed among the different
courses for the purpose of facilitating the evaluation of the
student's learning, which must be done for each course.

e) The number of credits assigned to each course conforms with
the definition of a credit based on 15, and not 25, hoursg of
activities. A course can therefore be 15 hours in length or

any multiple thereof, up to a maximum of 120 hours.



£)

g)
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The courses are offered on the basis of the semestrial school
calendar, whereby weach semester cowmprises 4530 course hours.
This 1s not a compulsory model for scheduling, but in most
cases it serves to facilitate lonstructlional organization.

Some of the coursgez will span one or more semesters, but the
final evaluation of Ilearning must take place at the end of
the course only. The teacher must take the end of the school
year into account when organizing the learning activities for
the course.

2.3 General Model of Presentation

All rhe reorganized programs are presented according to the

same general plan.

a)

b)

c)

d)

All the reorganized pregrams within a given sector are
grouped in the same document.

A complete list of the courses in a givenr program, arrvanged
on the basis of a 430-hour semester, is pregented at the
beginning of every reorganized program. This list provides
the following information:

= the new program codej

- the title of the program;

- the length of the program in hours;

- the number of credits agsigned to the program.

The 1ist also provides the following information for each
course!:

— the new course code (applicable in most cases);

= the title of rhe course;

~ the length of the course in hours;

- the semester in which it ig recommended that the course be

gliven.

The programs themselves are presented in terms of their
component courses, with two categories of entries listed in
two columns for every course. The course title and the total
duration of the c¢ourse in ‘hours are indicated at the top of
each two-column table.

The format for presenting the c¢ourse content varies, de-
pending on the program involved. Examplas of the two types
of format used are presente below.



(2)

(3

COOLING SYSTEMS

30 hours (1)

Contant

Content (version améliorée) (&)

Cooling Systems (820-616)

Inspecting and Servicing the Cooling
System (820-224)

Cooling System Accessofies

(820-225)

Entretien du systéme de (4)
refroidissement (341-118)

Systéme de refroidissement du moteur
(347-111) (5)

Main Focus of Evaluation

Remove and replace a thermostat
Remove and replace a water pump

(1) Course title and course duration in hours;

(2) Titles of the program modules as listed in Handbook 04.

(3) Codes of the program modules as listed in Handbook 04.

(4) Titles of the program modules as listed in the “Version améliorée”

(Revigsed version).

(5) Codes of the program modules as listed in the "Version am@liorde”

(Revised version).
(6) Specifications regarding the

focus o©f evaluation. For some

programg, this space will be left blank and teachers can write In
thelr own notes on the focuses of evaluation.



(2)
(3)

ANATOMY AND PHYSIOLOGY I 30 hours (1)
Content (Handbook 04) Course Objectives (4)
Anatomy and Physiology Distinguer les composantes de la
(40-207) gtructure normale de 1'organisme
humain (cellules - tissus - organes -
systémes)
Distinguer les composantes: de la
fonction de relation — ayatémes loco-
meteur, nerveux et sensoriel; de Ia
fonction de génération - systéme
reproducteur
Décrire le fonctionnement des
systémes: locomoteur, Nerveux,
sensoriel, rveproducteur
Utilizer le vocabulaire spécifigue

(1Y Course title and course duration in hours;

(2) Titles of the prograw modules as listed in Handbook 04.

(3) Codes of program modules as listed in Handbook 04.

{(4) Course objectives; This section covers the objectives of the
module. It is intended to help the teacher delimit the content of
the module as it is outlined in Handbook 04. These objectives also
serve as indicators for evaluation.

3. THE REORGANIZED PROGRAMS SUBDIVIDED INTC COURSES

3.1 List of Reorganized Programs

The Buslness Techniques gector consists of 8 programs which have
been reorganized
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hours, 90 credits

1798 Accounting Clerk (old codes 951-400/953~500) 1 350 hours,
90 credits

20 CLedibls

1799 Office Clerk (old codes 95%1-400/954-500% 1 350 hours, 920
credits



1801

1817

1818

1320

1800

_7.,.

Receptionist Telephone Operator (old codes 951-400/957-500)
1 350 hours, 90 credits

General Secretary (old codes 951-400/958-500) 1 350 hours,
90 credits

Legal Secretary (old codes ($51-400/959-500) 1 350 hours,
90 credits

Stenographer Typist (old codes 951-400/961-500) 1 350
hours, 90 eredits

Computer Operator (old codes 951-400/956-~500) 1 350 hours,

90 eradits




PROGRAM: MERCHANDISING CLERK

5.5.V.D.: 90 credits

COURSE LIST

PROGRAM CODE: 1794

First semester: 30 credits Hours Credits
945014 Commercial Correspondence I 60 4
945045 Business Arithpetic I 75 5
945-056 Business Arithmeti¢ II 90 6
045-115 Typewriting III 75 5
945-125 Typewriting IV 75 3
945-063 Introduction to Bookkeeping 75 5
Second semester: 30 credits Hours Credits
945-024 Compercial Correspondence II 80 4
945-166 Bookkeeping I 90 i)
955-016 Marketing And Sales 30 &
945=156 Introducrtion to Law 30 &
945-093 Business Machines IT 45 3
945-082 TFiling 30 2
945-103 Introduction to Data Processing 45 3
Third semester: 30 credits Hours Credits
945-033 Commercial Correspondence I1I 435 3
243-173 Bookkeeping IT 73 5
945-074 0Office Procedures 60 4
955~-056 Rertailing 90 )
955-066 The Retall Store 90 6
953-036 <Credit Service 90 6



SECTOR: BUSINESS TECHNIQUES

PROGRAM : MERCHANDISING CLERK

PROGRAM LEADING TQ SECONDARY SCHCOL VOCATIONAL DIPLOMA: (SSVD)
DURATION COF PROGRAM: 1 350 heures

TOTAL NUMEBER QF CREDITS: 90 gredits

COMMERCIAL CORRESFONDENCE I 60 hours
Content Content (gquide p&d. aolit 1986)
Commercial Correspondence Formating Simple Business Letters and

Memoranda (468=044, 4.1)

. ,
Transcribing Simple Recorded T

Directly (4e68-044, 4.12)

+
extT

BRUSINESS ARITHMETIC I 75 hour=s
Content(Transitional Certification Content (16~41444)
System)
Business Arithmetic I {951-914) Investment Calculation
BUSINESS ARITHMETIC II 20 hours
Content (Transitional Certificatioh Content (l16—41443)
System)
Buginegs Arithmetic II (251-914) General Business Calculation
TYPEWRITING III 75 hours
é;ntent (Handbook 04) Content {16-41442)}

Typewriting III Typewriting IIX




TYPEWRITING IV

7% hours
content (Handbook 04) Content (16—-41443}
Typewriting IV Typewriting IV
INTRODUCTION TO BOOFEEEFRING 75 hours

Content { (Handbook 04)

Content (16-4144A7)

COMMERCIAL CORRESPONDENCE

II

60 hours

Content

Content (guide péd. acfit 1986)

Commercial Correspondence

Transcribing Complex Letters Directly
(468-044, 4.3)

Follow—up and Dispatching of Mail
(468-044, 4.4)

BOOKEKEERING I

90 hours
Content (Handbaook 04) Content (16—41443)
Dockkeeping I Bookkeeping I
MARKETING AND SALES 30 hours

Content (Handbook 04)

Content (lo-41443)




INTRODUCTION TO LAW 90 hours
Content (Handbook 04) Content (16—41444)
Introduction to Law Introduction to Law

BUSINESS MACHINES IXY 45 hours
Content (Handbook 04) Content (16-4144A)
Business Machines IJ Buginess Machineg IT

FILING 30 hours
Content {(Handbook 04) Content (16-4144A)
Filing Filing

INTRODUCTION TO DATA PROCESSING 45 hours

Content (Handbook 04)

Content (16—4144A)

Introduction to Data Procesgsing

Introduction te Data Processing

COMMERCIAL CORRESPONDENCE IIIX 45 hours
Content Content (guide pé&d. aofir 1988)
Commercial Correspondence Preparing Outrlines, Rough Drafts and

Final Drafts of Simple and Complex
Business Letters (468-174, 27.1)




BOOKKEEPING II

75 ours

Content (Handboolk 04)

Content {(l6~41442)

Bookkeeping I1

Bookkeeping II

OFFICE FROCEDURES

&0 hours

Content {(Transitional Certification
System)

Content (16-41443)

Of fice Procedures (958-904)

Qffice Practice

RETAILING

90 hours

Content (Handbook 04)

Content (16—4144R)

Retailing

Retailing

THE RETAIL STORE 9 hours
Content {(Handbook 04) Content (lé~4144A)
The Retail Store The Retail Store

CREDIT SERVICE 90 hours

Content (Handbook 04)

Content (16-4144A)

Credit Service

Credit Service




PROGRAM:

5.5.V.D.:

ACCOUNTING CLEERK

90 credits

COURSE LIST

PROGRAM CODE: 1798

First semester: 30 credits Hours Credits
945-014 Commercial Correspondence I &0 4
945-045 Businegs Arithmetic I 75 5
945-056 Business Arithmetic It a0 &
945-1315 Typewriting III 75 5
945~125 ‘Typewriting IV 75 5
%45-065 Introduction to Bookkeeping 75 3
facond cemestar: 30 credits Hours Credits
245~024 Commercial Corregpondence II =10} 4
945-166 Bookkeeping I 20 &
245=175 Bookkeeping II 75 5
945-156 Introduction to Law 90 &
945-093 Business Machines IT 45 3
945-074 Office Procedures o0 4
945-082 Filing 3o 2
Third semestex: 30 credits Hours Credits
945-033 Commercial Correspondence ILI 45 3
955-016 Marketing and Sales 20 G
953-036 Credit Service =20/ 6
953-016 Accounting T 90 &
953-026 Accounting II 9 &
245=-103 Introduction to Data Processing 15 3



SECTOR: BUSINESSE TECHNLIQUES

PROGRAM: ACCOUNTING CLERK

PROGEAM LEADING TO SECONDARY SCHOOL VOCATIONAL DIPLOMA: (SSVD)
DURATION OF PROGRAM: 1 350 heures

TCOTAL NUMBER COF CREDITS: 90 credits

COMMERCIAL CORRESFONDENCE T &0 hours
Content Ccontent (guide p&d. aoilit 1986)
Commercial Correspondence Formating Simple Business Letters and

Memoranda (468-044, 4.1)
Transeribing Simple Recorded Text
Directly (468-044, 4.12)

BUSINESS ARITHMETIC I 75 hours
Content (Transitional Certification Content (le—-41l44n)
System)
Business Arithmetic I (951-214) Investment Calculation
BUSINESS ARITHMETIC II 90 hours
Content (Transiticnal Certification Content (l6-41443)
System)
Business Arithmetic II {951-9214) General Business Calculation
TYPEWRITING II1 75 hours
Content (Handbook 04) Content (16-4144Aa)

Typewriting ITY Typewriting III




TYPEWRITING IV

75 hours
Content (Handbook 04} Content (16-4144a)
Typewriting IV Typewriting IV

INTRODUCTION TO BOOKKEEFING 75 hours
Content (Handbook 04) Content (16-41443)
Intreduction to Bookkeeping Introduction to Bookkeeping

COMMERCIAL CORRESPONDENCE II 60 hours

Content

Content (guide p&d. aoiit 1986)

Commercial Cerregpondence

Transcribing Complex Letters Directly
{468-044, 4.3)

Follow-up and Digpatehing of Mail
{468-044, 4.4)

BOOKKEEPING I

90 hours
Content (Handbook 04) Content (16-41443)
Bookkeeping I Bockkeeping I

BOOKKEEPING II 75 hours

Content (Handbook 04)

Content (16-4144Aa)

Bookkeeping II




TNTRODUCTION TO LAW 90 hours

Content (Handboolk 04) contant {(le-414427)
Introduction to Law Intreduction to Law

BUSINESS MACHINES II 45 hours
Content (Handbook 04) Content (l6-41442)
Business Machines IT Business Machines II

QOFFICE PROCEDURES &0 hours
Content {Transitional Certification Content (16~4144A)

System)

Office Practice Office Procedures {(958-904)

FILING 30 hours
Content (Handbook 04) Content (lé=-41443)
Filing Filing

COMMERCTIAL CORRESPONDENCE IIX 45 hours
Content Content (guide péd. aolit 1986)
Commergial Cerrespondence Preparing Qutlines Rough Drafts and

Final Drafts of Simpie and Complex
Business Letters (468-174, 27.1)




MARKETING AND SALES 90 hours
Content (Handbook 04) Content (16-41441)
Marketing Marketing
Sales Sales

CRELIT SERVICE 290 hours
Content (Handbook 04) Content (l6—-4144Aa)
Credit Service Credit service

ACCOUNTING I 90 hours

Content (Handbook 04)

Content (l6-41442)

Exercice in Accounting
Acorual Accounting
Special Accounting Problems

Accrual Accounting
Specific Accounting Problems

ACCOUNTING II

90 heours

Centent (Handbook 04) Content (16-41443)
Corporation Corporation
Partnership Partnership

Cost Accounting
Analysis of Financial Reports
Income Tax Returns (Personal)

Cost Acgounting
Analysis of Financial Reports
Income Tax Returns (Persconal)

INTRODUCTION O DATA PROCESSI
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PROGRAM:

8.5.V.Daus

OFFICE CLERK

20 ecredits

COURSE LIST

PROGRAM CODE: 1799

First semester: 30 eredits Hours Credits
945-014 Commercial Correspondence I ] 4
945-045 PBusiness Arithmetic I 75 5
245-05¢ Business Arithmetic IT 90 &
945=-115 Typewriting I 75 5
945=125 Typewriting II 75 5
945-065 Introduction to Bookkeeping 75 5
Second semester: 30 gredits Hours Credits
945~024 Commercial Correspondence 11 60 4
945=-166 Bookkeeping I 80 &
957-014 Telephone Technigues 60 4
945=-135 Typewriting V 75 5
945-093 Businegs Machineg II 45 3
245=-156 Introduction to Law S &
945-082 Filing 30 2
Third semester: 30 credits Hours Credits
945-033 Commercial Correspondence IIY 45 3
945-175 Bookkeeping II 75 3
945-14% Typewriting VI 75 5
957-026 Receptionist Technigues 20 &
945-074 0Office Procedures 6l 4
254~014 Business Etiquette 60 4
945-~103 Introduction to Data Procassing 45 3



SECTOR: BUSINESS TECHNIQUES
PROGRAM: QFFICE CLERK

PROGRAM LEADING TO SECONDARY SCHOOL VOCATIONAL DIPLOMA: {@svD)
DURATICN QF PROGRAM: 1 350 heures

TOTAL WUMBER OF CREDITS: 90 crédits

COMMERCIAL CORRESPONDENCE T : 60 hours
Content Content {guide p&d. aolit 1986)
Commergial Correspondence Formating Simple Business retters and

Memoranda (468-044, 4.1)
Transcribing Simple Recorded Text
Directly (468-044, 4.12)

BUSINESS ARITHNMETIC I 75 hours
Content (Transitional Certification Content:{l6~41443)
System)
Business Arithmetic I (951-914) Investment Calculaticn
BUSINESS ARITHMETIC II 90 hours
Content (Transitional Certification Content (16-4144A)
System)
Buginess Arithmetic IT (951-914) General Business Calculation
TYPEWRITING III 75 hoursz
Content (Handbook 04) Content (16—41443a)

Typewriting IIT Typewriting III




TYPEWRITING IV

75 hours
Content (Handbook 04) Content (16-41443)
Typewriting IV Typewriting IV

INTRODUCTION T0 BOOKKEPING 75 hours

Content {(Handbook 04) Content (16-41443)

Introduction to Bookkeping Introduction to Bookkeping

COMMERCIAL CORRESPONDENCE I &0 hours

Content Content (Guide péd. aciit 1986)

Commercgial Correspondence Transcribing Complex Letters Directly

(468-044, 4.3)

Follow=up and Dispatching of Mail
(468-044, 4.4)

BOOKKEEPING I

90 hours
Content (Handbook 04) Content (16-41442)
Bockkeeping I Bookkeeping I
TELEFHONE TECHNIQUES 60 hours

Content {(Handbook (4) Content (16-4144A)

Telephone Techniques (Refer to
Receptionist Telephone Oparator
Prograi)




TYPEWRITING V

75 hours

Content (Handbook 04)

Content (l6-41444A)

Typewriting V

Typewricing V

BUSINESS MACHINES IT 45 hours
Content (Handbook 04) Content (16-41444)
Buginess Machipnes TI Business Machines 1L

INTRODUCTION TO LAW 90 hours
Content (Handbook 04) Content (16-41444)
Introduction to Law Introduction to Law

FILING 30 hours
Content (Handbook 04) Content (1l6-41444A)
Filing Filing

COMMERCTAT, CORRESPONDENCE IIT 45 hours
Content Content (guide p&d. aolr 1988)

Commercial Correspondence

n £ts and
Final Drafts of Simple and Complex
Business Letters (468-174, 27.1)

]




BOOFFEEPING 11

75 hours

Content (Handbook 04)

Content (16-4144A)

Bookkeeping II

Bookkeeping II

TYPEWRITING VI

75 hours

Content (Handbook 04)

Content (16-41443)

Typewriting VI

Typewriting VI

Content (Handbook 04)

Content {(16=41442)

Receptionist Techniques

Receptionist Technigues (Refer to
Receptionist/Telephone Operator
Program)

OFFICE FPROCEDURES 60 hours
Content (Transiticonal Certification Content (16-4144A3)
System)
Office Procedures (958=904) Office Practice
BUSINESS ETIQUETTE &0 hours

Content (Handbook 04)

Content (16-4144R)

Business Etiquetie

Business Etiguette (Refer to
Receptionist/Telephone (Operator
Program)

Content {(16-41444)

Introduction to Data Processing

Introduction to Data Processing




PROGRAM:

5.5.V.D.;

RECEPTIONIST-TELEFPHONE OPERATOR

90 credits

GOURSE LIST

PROGRAM CODE: 13801

Firsr semester: 30 credits Hours Credits
945-014 Commercial Correspondence I 60 4
945=045 Business Arithmetic I 75 5
945-036 Business Arithmetic II 90 b
245-115 Typewriting T 75 5
945-125 Typewriting II 75 5
945-065 Inrroduction to Bookkeeping 75 2
Second semester: 30 credits Hours Credits
945-024  Commercial Correspondence II 60 4
945-166 Bookkeeping I 90 6
957-014 Telephone Techniques 60 4
945~135 Typewriting V 75 2
945~093 Business Machines II 45 3
945-156 Introduction to Law 20 §
945-082 Filing 10 2
Third semester: 30 credits Hours Credits
968-373 Reception Techniques in Second Languange 45 3
945-175 Bookkeeping II 75 3
945-145 Typewriting VI 75 5
957-026 Receptionist Techniques 90 6
945-074 Office Procedures 60 4
954-014 Busginess Etiquette 60 4
945-103 Introduction to Data Processing 45 3



SECTOR: BUSINESS TECHNIQUES

PROGRAM: RECEPTIONIST-TELEPHONE OPERATOR

PROGRAM LEADING TO SECONDARY SCHOOL VOCATIONAL DIPLOMA: (88VD)
DURATION OF PROGRAM: 1 350 heures

TOTAL NUMBER OF CREDITS: 90 crédits

COMMERCIAL CORRESPONDENCE I . 60 hours
Content Content
Commercial Corrvespondence Formating Simple Business Letters and
Memoranda
Transcribing Simple Recorded Text
Directly
BUSINESS ARITHNMETIC I 75 hours
Content{Transitional Certificarion Content (16-41444)
System)
Business Arithmerle I (951-914) Investment Calculation
BUSINESS ARITHMETIC IT 90 hours
Content (Transitional Certlification Content (16—41444)
System)
Business Arithmetic II (951-914) General Business Calculation
TYPEWRITING III 75 hours
Content (Handbook 04) Content (16-4144A)

Typewriting II1 Typewriting 11T




TYPEWRITING IV 75 hours

Content (Handbook 04) Content (1l6-4144A)
Typewritcing IV Typewriting IV
INTRODUCTION TO BOOKKEPING 75 hours
Content (Handbook 04) ‘ Content (16-4144A)
Introduction to Bookkeping Introduction ro Bookkeping
COMMERCTAYT, CORRESPONDENCE II 60 hours
Content Content
Commercial Correspondence Transcribing Complex Letters Directly

Follow—up and Dispatching of Mail

BOOKKEEPING I 90 hours
Content (Handbook 04) Content (16~41444A)
Bookkeeping I Bookkeeping L

TELEPHONE TECHNIQUES 60 hours
Content (Handbook 04) Content (16—4144A)

Telephone Techniques (Refer to
Receptionist Telephone Operator
Program}




TYFEWRITING V

75 hours

Content (Handbook 04)

Content (16—-4144A)

Typewriting V

Typewriting V

BUSINESS MACHINES II

45 hours

Content (Handbook 04)

Content (16—41444)

Business Machines I1

Business Machines Il

INTRODUCTION TO LAW

90 hours

Content (Handbook 04)

Comtent (16-4144A)

Introduction to Law

Introduction to Law

FILING

30 hours

Content (Handbook 04)

Content (16—4144A)

Filing Filing
RECEPTION TECHNIQUES IN A SECOND LANGUANGE 45 hours
Content Content (Office Specialist)
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BOQKKEEPING II

73 hours

Content (Handbook 04)

Content (16-41444A)

Bookkeeping II

Bookkeeping II

TYPEWRITING VI 75 hours
Content (Handhook 04) Content (16-4144A)
Typewriting VI Typewriring VI

RECEPTIONIST TECHNIQUES 90 hours

Content (Handbook 04)

Content (16-41444)

Receptionigt Techniques

Receptionist Technigques (Refer to
Receptionist/Telephone Operator
Program)

OFFICE PROCEDURES 60 hours
Content (Transitional Certification Content {(16—4144A)
System)
Office Procedures (938-904) 0ffice Practice
RUSINESS ETIQUETTE 60 hours

Content (Handbook 04)

Content (l6—41444)

Business Etiquette

Business Etiquette (Refer to
Receptionist/Telephone Qperator
Frogram}

Intreduction to Uata Frocessing

Introduction to Data Processing




PROGRAM:

5.5.V.D.:

GENERAL SECRETARY

90 credits

COURSE LIST

PROGRAM CODE: 1817

First semester: 30 credits Hours Lredits
945~014 Commercial Correspondence I 60 4
945-115 Typewriting III 75 5
945-125 Typewriting IV 75 5
961-016 Stenography 1T 90 6
945-065 Introduction to Bookkeeping 73 3
945-082 Filing 30 2
945-093 Business Machines II 45 3
Second semester: 30 credics Hours Credits
945-135 Typewriting V 75 5
961-025> Stenography I1 75 5
945=045 Business Arithmetic I 75 5
945-056 Business Arithmetic IX 90 o
945-166 Bookkeeping I 90 6
945-103 introduction to Data Processing 45 3
Third scmester: 30 eredits Hours Credits
$45-145 Typewriting VI 75 >
961~-035 Stenography III 75 5
961-045 Stenography IV 75 5
945-074 Office Procedures 60 4
945-136 Introduction ro Law 20 f
945-175 Bookkeeping 11 75 5



SECTOR: BUSINESS TECHNIQUES

PROGRAM: GENERAL SECRETARY

PROGRAM LEADING TO SECONDARY SCHOOL VOCATIONAL DIPLOMA: {S5VD)
DURATION OF PROGRAM: 1 350 heures

TOTAL NUMBER OF CREDITS: 90 credirs

COMMERCIAL CORRESPONDENCE I 60 hours
Content Content (Guide pé&d. aofit 1986)
Commercial Correspondence Formating S5imple Business Letters and
Memoranda
Transcribing Simple Recorded Text
Directly
TYPEWRITING I1i 75 hours
Contenr (Handbook 04) Content (16-41444)
Typewriting IILI Typewriting TIT
TYPEWRITING IV 75 hours
Content (Handbook 04) Content (16-41444)
Typewriting 1V Typewriting IV
STENOGRAPHY I 90 hours

Content (Handbook 04) Content (16-41444)

Stenography 1 Stenography I




INTRODUCTION TC BOOKKEEPING

75 hours

Content

(Handbook 04)

Content (16-4144A)

Introduction to Bookkeeping

Introduction to Bookkeeping

FILING 30 hours
Content (Handbook 04) Content (16—41444)
Filing Filing

BUSINESS MACHINES II 45 hours
Content (Handbook 04) Content {16—41444)
Business Machines 1L Business Machines 17

TYPEWRITING V 75% hours
Content (Handbook 04) Content (l6—41444)
Typewriting V Typewriting V

STENOGRAPHY 11 75 hours

Content (Handbook 04) Content (16—41444)
Stenography 1I Stenography Il




BUSINESS ARITHNMETIC I

75 hours

Content (Transitiomal Certification
Eystem)

Content (16—4144A)

Business Arichmetic I (951-914)

Investment Caleculation

50 hours

Content (Transitional Certification
System)

Content (16-4144A)

Business Arithmetic II (951-914)

BOOEKKEEPING [ 90 hours
Content (Handbook 04) Content (16-41444)
Bookkeeping 1 Bookkeeping 1

INTRODUCTION TO DATA PROCESSING 45 hours

Content (Handbook 04)

Contenr (16-41444)

Introduction to Data Processing

Intreduction to Data Progessing




STENOGRAPHY TII 75 hours

Content (Handbook 04) Content {16—41444A%
Stenography III Stenography TI1

STENOGERAFPHY 1V 75 hours
Content (Handbook 04) Content (16—41444)
Stenography IV Stenography IV

OFFICE PROCEDURES 60 hours
Content {Transitional Certification Content (16=41444)

System)

Office Procedures (958-904) Qffice Practice

INTRODUCTION TO LAW 90 hours
Content (Handbook 04) Content (16-41444)
Introduction to Law Introduction to Law

BOOKKEEPING I1I 75 houxs
Content (Handbook 04) Content (16=4144A)

Bookkeeping 11 Bookkeeping 11




FROGRAM:

5.5.V.D.;

LEGAL SECRETARY

90 credits

COURSE LIST

PROGRAM CODE: 1818

First semester: 30 eredits Hours Credics
245-014 Commercial Correspondence I 60 4
945-115 Typewriting III 75 3
945-125 Typewriting IV 75 5
961-016 Stenography 1 a0 6
945-063 Introduction to Bookkeeping 75 5
945-082 Filing 30 2
945=-093 Business Machines IT 45 3
Becond semester: 30 credits Hoursg Credits
945-135 Typewriting V 75 5
961-025 Stenography II 75 5
945-045 Business Arithmeric I 75 5
945-056 ©DBusiness Arithmetic IT 90 6
945-103 Introduction to Data Processing 45 3
945-156 Imtroduction to Law 90 )
Third semester: 30 credits Hours Credits
959-009 Legal Procedures 165 11
945-145 Typewriting I1I 75 3
961-035 Stenography IIT 75 5
961-045 Stenography IV 75 5
945-074 Office Procedures 60 4



SECTOR: BUSINESS TECHNIQUES

PROGRAM: LEGAL SECRETARY

PROGRAM LEADING TO SECONDARY SCHOOL VOCATIONAL DIPLOMA: (SSVD)
DURATION OF PROGRAM: 1 350 heures

TOTAL NUMBER OF CREDITS3: 90 credits

COMMERCIAL CORRESPONDENCE 1 60 hours
Content Content
Commercial Correspondence Formating Simple Business Letters and
Memgoranda
Transcribing Simple Recorded Text
Dizectly
TYPEWRITING III 75 hours
Content (Handbook 04) Contenr (16-4144A)
Typewriting III Typewriting 111
TYPEWRITING IV 75 hours
Content (Handbook 04) Content (16—41444)
Typewriting IV Typewriting IV
STENGGRAPHY 1 90 hours

Content (Handbook 04) Content (16-41444)

Stenography 1 Stenography 1




INTRODGCTION TO BOOKKEEPING

75 hours

Content (Handbook 04)

Content (16-4144A)

Introduction to Bookkeeping

Introduction to Bookkeeping

FILING 30 hours
Content (Handbook 04) Content (16-4144A)
Filing Filing

BUSINESS MACHINES IT 45 hours
Content (Handbook 04) Content (16-41444)
Business Machines II Business Machines 11

TYPEWRITING V 75 hours
Content (Handbook 04) Content (16~4144A)
Typewricing Vv Typewriting V

STENOGRAPHY II 75 hours

Content (Handbook 04)

Comntent (16-41444)

Stenography IIT




BUSINESS ARITHMETIC 1

75 hours

Content (Transitional Certificatiom
System)

Content (l6-4144A)

Buasiness Arithmetic T (951=914)

Investment Calculation

Content (Transitional Certificatiom
Systen)

INTRODUCTION TO DATA PROCESSING

45 hours

Content (Handbook 04)

Content (16—-41444)

Introduction to Data Processing

Introduction to Data Processing

INTRODUCTION TO LAW 90 hours
Content (Handbook 04) Content (16-41444)
Introduction to Law Introduction to Law

LEGAL PROCEDURES 165 hours

Fad S M £
hOHEEHt Lilidlloh

Legal Procedures (%59-907)

Legal Procedures




TYPEWRITING VI

75 hours

Content (Handbook 04)

Content (16-41444)

Typewriting VI

Typewriting VI

STENOGRAFHY III 75 hours
Content (Handbook 04) Content (16-41444A)
Stenography IiI Stenography II1

STENOGRAPHY IV 75 hours
Content (Handbook 04) Content (16-41444)
Stenography 1V Stenography IV

OFFICE PROCEDURES 60 hours

Content (Transitional Certification
System)

Content (16-41444)

Office Procedures {958-904)

Office Practice




PROGRAM:

5.5.V.D.:

STENOGRAPHER TYPIST

90 eredits

COURGE LIST

PROGRAM CODE: 13820

First semesgter: 30 credits Hours Credits
945-014 (Commercial Correspondence 1 &0 4
945~115 Typewriting I1II 75 5
945-125 Typewriting IV 75 3
961-016 Stenography I 50 5
945=065 Introduction to Bookkeeping 75 5
945-082 Filing 30 2
945-093 Business Machines IT 45 3
Second gemeater: 30 credits Houtrs Credits
945=-045 PBusiness Arithmetic T 75 5
945-056 Business Arithmetic II 90 6
945~135 Typewriting V 75 5
961-025 Stenography II 75 5
945-024 Commercial Correspondence II 60 4
961-035 Stenography 11l 75 3
Third semester: 30 credits Hours Credits
961-045 Stenography IV 75 5
945-145 Typewriting VI 75 5
945-074 Office Procedures 60 4
945-~103 Imtroduction to Data Processing 45 3
945-033 Commercial Correspondence I1I 45 3
945-156 Introduction to Law 90 o
954=014 Business Etiquette 60 4



SECTOR: BUSINESS TECHNIQUES
PROGRAM: STENOGRAPHER TYPIST
PROGRAM LEADING TO SECONDARY SCHOOL VOCATIONAL DIPLOMA: (SSVD)

DURATION OF PROGRAM: 1 350 heures
TOTAL NUMBER OF CREDITS: 90 credits

COMMERCIAL CORRESPONDENCE I 60 hours
Content Gontent
Commercial Correspondence Formating Simple Business Letters and
Memoranda
Trangcribing Simple Recorded Text
Directly
TYPEWRITING III 75 hours
Content (Handbook 04) Content (16—-41444)
Typewriting III Typewriting III
TYPEWRITING IV 75 hours
Content (Handbook 04) Content (16-41444)
Typewriting IV Typewriting IV
3TENOGRAPHY I 90 hours
Content (Handbook 04) Content (16—-4144A4)

Stenography 1 Stenography T




INTRODUCTION TO BOOKKEEF ING

75 hours

Content (Handbook 04)

Content (16-41444)

Intreduction to EBookkeeping

Introduction to Bookkeeping

FILING 30 hours
Content (Handbook 04) Content (16-41l444A)
Filing Filing

BUSINESS MACHINES II 45 hours
Content (Handbook 04) Content {16—-4144A)
Business Machines 1T Buziness Machines II

BUSINESS ARITHMETIC 1 75 hours

Content (Tramsitional Certification
System)

Content (16—41444)

Business Arithmetic I (951-914)

lnvestment Calculacion

BUSINESS ARITHMETIC II

30 hours

Content (Tramsitional Certification

Content (16—4144A)

Business Arithmetic I1 (951-914)

General Business Calculation




TYPEWRITING V

75 houra

Content (Handbook 04)

Content (16-4144A)

Typewriting V

Typewriting V

STENQOGRAFHY IT 75 hours
Content (Handbook 04) Content (16—41444)
Stenography II Stenography II

COMMERCIAL CORRESPONDENCE II 60 hours

Content

Content

Commere¢ial Correspondence

Transcribing Complex Letters Directly
Follow-up and Dispatching of Mail

STENOGRAPHY III 73 hours
Content (Handbook 04) Content (16=-4144A)
Stenography 111 Stenography III

STENOGRAPHY 1V 75 hours

Conrent (Handbook 04)

Content (16—41444A)

Stencgraphy IV

Stenography IV




TYPEWRITING VI 75 hours

Content (Handbook 04) Content (16—4144A)
Typewriting VI Typewriting V1

OFFICE PROCEDURES 60 hours
Content (Transitional Certification Content (1l6-41l44A)

System)

0ffice Procedures {(958-904) Office Practice

INTRODUCTION TO DATA PROCESSING 45 hours
Content (Handbook 04) Content (16-41444)
Introduction to Data Processing Introduction te Data Processing

COMMERCYAL CORRESPONDENCE III 45 hours
Content Content
Commercial Correspondence Preparing Qutlines, Rough Drafts and

Final Drafts of Simple and Compiex
Business Lerters

INTRODUCTION TO LAW 90 hours

Content (Handbook 04) Content (16-41444A)

Introduction to Law Introduction to lLaw




BUSINESS ETIQUETTE 60 hours

Content (Handbook 04) Content (16-41444)

Business Etiquette Business Etiquette




PROGRAM: COMPUTER OPERATOR

5.5.V.D.: 90 credits

COURSE LIST

PROGRAM CODE: 1800

First semestrer: 30 ecredits Hours Credits

945-01l4 Commercial Correspondence I 60 4
945-045 Business Arithmetic I 75 5
945-056 Business Arithmetic II 90 6
945-115 Typewriting III 75 5
945-125 Typewriting IV 75 3
945-065 Introduction to Bookkeeping 75 5
Second semester: 30 credits Hours Credics
945-024 Comwercial Correspondence I1 60 4
945-166 Bookkeeping I 90 )
945-175 Bookkeeping Il 75 5
945-093 Business Machines II 45 3
945-103 Introduction to Data Processing 45 3
956-015 Data Processing I 75 5
945-074 O0Office Procedures 60 4
Third semester: 30 credits Hours Credits
953-01¢ Accounting 1 90 )
945-156 Introduction to Law 90 f
956-025 Data Processing LI 75 b
$56-033 Data Processing III 75 5
956-046 Data Processing IV 90 a
945-082 Filing 30 2



SECTOR: BUSINESS TECHNIQUES

PROGRAM: COMPUTOR OPERATOR

PROGRAM LEADING TO SECONDARY SCHOOL VOCATTONAL DIPLOMA: {58vD)
DURATION OF PROGRAM: 1 350 heures

TOTAL NUMBER OF CREDITS: 90 creditrs

COMMERCIAL CORRESPONDENCE I 60 hours
Content Content
Commercial Correspondence Formating Simple Business Lerters and
Memoranda
Transcribing Simple Recorded Text
Directly
BUSINESS ARITHMETIC I 75 hours
Content (Transitional Certification Content (16-4144A)
System)
Business Arithmetiec I (951-914) Investment Caleulation
BUSINESS ARITHMETIC YT 90 hours
Content (Transitional Certification Content (16-41444A)
System)
Business Arithmetic II (951-014) General Business GCalculation
TYPEWRITING III 75 hours

Content (Handbook 04) Content (16-41444A)

Typewricing IIT Typewriting I1T




TYPEWRITING IV 75 hours

Content (Handbook 04) Content (16—-4144A)

Typewriting IV Typewriting 1V
INTRODUCTION TO BOOKEKEEFING 75 hours

Content (Handbook 04) Content {(16—41444)

Introduction to Bookkeeping Introduction to Bookkeeping
COMMERCIAL CORBESPONDENCE I 60 hours

Content Content

Commercial Correspondence Transcribing Complex Letters Directly

follow—up and Dispatching of Mall

BOOKKEEFPING I 90 hours
Content (Handhook 04) Content (16—41444)
Bookkeeping 1 Bookkeeping 1

BOOKKEEPING II 75 hours
Content (Handbook 04) Content (16-41444)

Bookkeeping II Bookkeeping Il




BUSINESS MACHINES IT 45 hours
Content (Handbook 04) Content (16-41444A)
Business Machines 11 Business Machines II
INTRODUCTION TO DATA PROCESSING 45 hours

Content (Handbook 04)

Content (16—41444)

Introduction to Data Processing

Introduction to Data Procegsing

DATA PROCESSING T 75 hours
Content (Handbook 04) Content (16-41444)
Data Processing I Data Processing I

OFFICE PROCEDURES 60 hours
Content (Transitional Certification Content (l6—41444)

System)

Office Procedures (958-904) Office Practice

ACCOUNTING I 90 hours

Content (16—41444)

Accrual Accounting
Specific Accounting Problems

Acerual Accounting

7 T ey Dembh 1 mo o
Special Accounting Problems




INTRODUCTION TO LAW

90 hours

Content (Handbook 04)

Content (16=41444A)

Introduction to Law

Introduction to Law

DATE PROCESSING TI 75 hours
Content (Handbook 04) Content (16-4144A)
Data Processing IT Data Processing II

DATA PROCESSING IIY 75 hours
Content (Handbook 04) Content (1l6-41444A)
Data Processing I11 Lata Procegsing ILI

DATA PROCESSING IV 90 hours
Content (Handbook 04) Content (16—41444)
Data Processing IV Data Processing IV

FILING 30 hours

Content (Handbook 04)

Content (16—4144A)






