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Southwestern Technical College operates under the North
Carolina Department of Community Colleges. The College is ac-
credited by the Southern Association of Colleges and Schools
and North Carolina State Board of Education. The College is also
approved and recognized by the North Carolina State Board of
Registration for Professional Engineers and Land Surveyors,
North Carolina Board of Cosmetic Arts, and Board ot Nursing.

Southwestern Technical College operates in compliance with
Title VI of the Civil Rights Act ot 1964. No qualified person shall,
on the grounds of race, color, national origin, sex or age, be ex-
cluded from participation in, be declined the benefits of, or be

subjected to discrimination under any program or activity.

The College complies with Section 504 of the Rehabilitation

Act of 1973 and makes every effort to insure that handicapped
persons are recruited, admitted and have equal access to all

services and facilities.

Southwestern Technical College issues this catalog to furnish
prospective students and other interested persons with informa-
tion about the college and its programs. Announcements con-
tained herein are subject to change without notice and may not
be regarded in the nature of binding obligations on the College

or State.

Southwestern Technical College is an equal employment oppor-
tunity college.
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Mailing Address Southwestern Technical Institute
P.O. Box 95

Sylva, North Carolina 28779

Telephone Number 704-586-4091

For prompt handling, inquiries should be addressed to the offices in-

dicated below:

General Information President
Business Affairs Business Manager
Admissions Director of
Student Information Student Services
Financial Aid

Counseling Services

Vocation-Technical Programs Dean of Instruction
Continuing Education Director of Continuing Education
Telephone 704-586-4471

Visitors are always welcome at Southwestern Technical Institute. The Ad-
ministrative Offices are open Monday through Thursday from 8 a.m. to 10
p.m. and Friday from 8 a.m. to 5 p.m. Visitors desiring interviews vsith
members of the staff are urged to make appointments in advance.




SCHOOL CALENDAR 1981-82

FALL QUARTER

55 Days
Instructor In-Service . ..... ... .. .. ... . ... . ... ..., September 28,29
Registration ........ ... ... . ... .. .. ... September 30
Classes Begin ... ... ... . . . . . . . . . . . October 1
Fall QuarterEnds . ...... .. ... ... .. ... ... .. ... ..., December 18

Thanksgiving Holidays - November 26, 27

WINTER QUARTER

33 Days
Registration. ... .. ... January 4
ClassesBegin .......... ... .. i, January 5
WinterQuarterEnds .. ...... ... ... ... .. March 22
SPRING QUARTER
55 Days
Registration w:m:m:ssn:ssmerninemmigiNe@iNsPIErerIs s588: March 31
Classes Begini:. ;s sz iminimi minminiSis BN iR BIHEniE; April 1
Spring QuarterEnds :u:sicmimpsmissm o mamenssmsmsnsms e June 18
Spring Graduation . ... ... ... June 18
Easter - April 9, 12
SUMMER QUARTER
55 Days
IERREDRIRIT & st =av o0 samumnmamama A AR G a July 5
ClOSSOS: s1i 5 2ot a5 2 2 @0E SE B 555 6 w0 o o o s e o 4 e 8 5 G July 6
Summer QuarterEnds . ........ .. i, September 21
Summer Graduation .. ... . September 21

Labor Day - September 6
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Fall Quarter Ends

Thanksgiving Holidays -

December 16
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November 25,26

WINTER QUARTER

55 Days
REGISTFAHON . . oo v et e e :,]lgrr:ﬁg::y 3
Classes Begin ......ccooveanesssonessssoaasnnnaannacs - hYQ]
Winter Quarter Ends .. ..o arc
SPRING QUARTER
55 Days
REGISTFAHON .« oottt March 28
Classes Begin . ..o vvv et March 29
Spring QuarterEnds ....... .. .. i June 15
Spring Graduation ... ... i June 15
Easter - April 1,4
SUMMER QUARTER
33 Days
Registration . ....... .. i e July 5
Classes Begin . ... i e July 6
Summer QuarterEnds ......... .. ... ... L, September 21
Summer Graduation............ ... ... ... . . Septmeber 21

Labor Day - September 5
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THE COLLEGE

Under the community College Act passed in 1963 by the Norih
n

| Assembly, a system of comprehensive community colleges
Genera oy industrial education centers was created to operate

Carol;
under th,q

i lege was founded in 1964 as an areq edycqy
western Technical Col . —
insst(i):gf?on within the system of community colleges of North COroli:::I

Jackson, Swain, and Macon counties make up the primary service areq of .

institution.

: ' ion in 1964 until January 1, 1968, it
From the time of its creqtlon in 1 . , it was part
Asheville-Buncombe Technical Institute. On January 1, 1968, the SChog:
became an independent institution and was .renamed Southwestern Technicg|
Institute. The school was again renamed in August 1979 to Southwestern

Technical College.

The Vocational Building, housing a variety of curricula, was constrycted in
1965 and renovated into a two-story structure in 1976. In 1970 the Technicq]
Building was constructed housing Commercial Specialties, Human Services
and General Education. A third facility, the Services Building, houses o4
ministrative offices, additional classrooms, gymnasium and cafeteria, waqs
completed in the summer of 1974. The latest development is the Rattlesngke
Mountain property of Conley’s Creek. Construction ot a new Vocationg]
Building and Learning Resource Center will begin soon.

Situated on a beavutiful hill in the midst of a fifty acre tract of land with spec-
tacular scenery in all directions, the College is located on Webster Road two
miles south of Sylva, five miles from Western Carolina University, and twenty
miles from the Cherokee Indian Reservation and Great Smoky Mountains Na-
tional Park. Franklin is twenty miles away.



PURPOSE

The purpose of Southwestern Technical College is to provide convenient
learning opportunities for people of the area by offering vocational, technical
and developmental programs and general adult education courses to any in-
dividual beyond high school age. These courses and programs will better
prepare individuals to join the labor market as new employees, qualify them
for employment opportunities in new and existing industry, provide specific
skills training, and encourage personal improvement, self-satisfaction, and an
understanding of the responsibilities and privileges of citizenship.

Specitically stated, the objectives are:

To provide educational opportunities for adults desiring to continue their
education.

To provide inexpensive, nearby educational opportunities for high school
graduates.

ch’: provide vocational programs for individuals seeking employment in
trages.

To provide two-year technical programs for inividuals desiring employment
in business and industry.

To provide programs of vocational education for employed adults needing
training, retraining or wishing to gain personal benefit from the program.

To provide svitable courses for individuals desiring to enrich their lives and
to continue personal growth.

To ofter testing, guidance and educational counseling services to students

and prospective students as well as to any other person in the area who has
need of such service.

ACCREDITATION

Southwestern Tech operates under the North Carolina Department of Com-
munity Colleges. The school is accredited by the Southern Association of Col-
lege and Schools and North Carolina State Board of Education. The school is
also approved by the North Carolina State Board of Registration for Profes-

sional Engineers and Land Surveyors, North Carolina Board of Cosmetic Arts,
and Board of Nursing.



ADMISSIONS INFORMATION

Admission Policy

Southwestern Technical College operates under the OPEN DOOR POLICY qf
the Department of Community Colleges, and students are accepted without
regard to race, religion, sex, handicap, or national origin. Thus, any person
whq is at least eighteen years of age or is a high school graduate or it
equivalent may be accepted to the College.

Admission Requirements

Students must meet minimum requirements before being accepted to q
specific curriculum. Deficiencies may be removed through courses available in
the Developmental Lab. The College administers the General Education
Development (GED or High School Equivalency) tests.

Admission to degree programs requires a high school diploma or the
equivalent. Admission to diploma programs normally requires a high schoo|
diploma or the equivalent; however, an exception may be made for the appli-
cant who demonstrates the ability and motivation to enter the curriculum,

ADMISSION PROCEDURES

Applicants for On-Campus Curriculum Classes

Degrees—Diplomao

(1) Submit a completed admissions form to the Admissions Oftice.

(2) Have records (Transcripts) of all previous education including GED, mailed
directly to the Admissions Officer from the school where work was taken.

(3) Take placement examination at STC (SAT scores optional).

Certificates—Special credit
Submit a completed admissions form to the Admissions Office.

NOTE: Hand carried copies of transcripts will be accepted temporarily. Official
copies must be mailed directly to the college trom the school providing
transcripts.

Programs Requiring Additional Admissions Procedures
Nursing Education Option (NEO)
Medical Laboratory Technology

(1) Official doctor’s physical condition report accompanied by:
(a) Report of chest x-ray
(b) Serology test report
(2) Official dentist's dental health report.
(3) Official immunization record.
(4) Three references must be on file.
(5) Applicants are required to have credits in math, biology, and chemistry.

NOTE: If the number of qualitied applicants exceed class capacity, the best
qualified students will be selected by ranking.

Low Enforcement

(1) Physical examination form.

(2) Suﬁmh o recommendation trom any two local, state, or federal law en-
forcement officers.



NOTE: Admission and Career counseling is available in the Student Services
Department.

Applicants tor Oft-Campus Curriculum Classes (Degree, Diploma, Certificate)

(1) Citf)mplete admissions form-Forms available at Main Campus or Field
Ottices.
(2) Return completed admissions form to the Admissions Office (8 AM—S5 PM,

Monday through Friday) or Field Office during the hours of registration as
published by Continuing Education Office.
(3) Provide transcript of:

(1) High school/or High School Equivalency
(2) All post-secondary training.

Applicants for On and Otf Campus Curriculum Class

Special Credit Students—Auditing Students. (Not a candidate for a degree-
diploma or certificate).

(1) Complete admissions form at registration or first class meeting.

Foreign Students

(1) Submit a completed Admissions Form to the Admissions Office.
(2) Give name and address of their United States sponsor.

Applicants for Readmission. (Students who have officially withdrawn or who
have been dropped or who have missed a full quarter’s work.)

(1) Submit a completed Admissions Form to the Admissions Office.

TRANSFER OF EARNED CREDIT BETWEEN INSTITUTIONS

Applicants, tor day or night classes, either full-time or part-time, who have
attended other colleges, universities, or technical institutes, are responsible
tor having a transcript from each institution submitted directly to the Admis-
sions Otfice. All courses in which passing grades were received are customari-

ly accepted if they are applicable to the program selected at this College and if
they were earned at an accredited college or university, at an institution

within the North Carolina Community College System, or at an institution ap-
proved by the Dean of Instruction.

Recipients of V.A. benetits must submit ofticial copies of all post-secondary
education before they can receive V.A. benefits. Veterans are also urged to

submit transcripts ot any educational work completed through the Armed ser-

vices. Recipients ot V.A. benetits cannot receive such benefits if these
transcripts are not submitted.

TRANSFER OF EARNED CREDIT BETWEEN
PROGRAMS WITHIN THE COLLEGE

Credits earned in any program may be credited toward a degree, diploma or
certificate Program upon evaluation by the Registrar.

REGISTRATION

Registration is held each quarter on the day published in the school's
academic calendar. Registration procedures are included in the Student Hand-

book.



LATE REGISTRATION

A $5 late registration fee will be charged to returning students enrolled i, ,
ull-time curriculum program who register atter registration day, except those
students who are enrolled in open laboratory programs.

PRE-REGISTRATION

Pre-registration is held each quarter between the 10th class day prior g th,
end of the quarter and the 5th class day prior to the end of the quarter, pre.
registration procedures are included in the Student Handbook.

DROP/ADD

The drop/add period is the first 10 class days of each quarter. Schedyle
changes are permitted during this time without grade penalty.

LICENSING OF GRADUATES

.S.o.uthwestern Tech is an educational institution and assumes no respon.
sibility for the licensing of its graduates. Students convicted of a felony or any

other crime involving moral turpitude may not be recognized by the proper
licensing agency.

FALSE INFORMATION

Applicants are expected to demonstrate honesty in the completion of all
necessary forms. False information will be grounds for rejection or dismissal.

10



EXPENSES

TUITION PER QUARTER*

SO R T T s U e iy S i R L R R $39.00
Part-Time Student (Per Quarter CreditHour) ........................... 3.25
Extension Student (PerClass) ......... I T T L R 5.00
Activity Fee (Per Quarter) ............. 12CreditHours  ............. 4.00
.............. 9-11 CreditHours . .............2.60
.............. 6-8 CreditHours ..............1.73
.............. 0-5CreditHours .............. .70
Insurance Per Year (Required) all Students ............................ 3.00
(Special Insurance required on high risk programs.) |
Late RegistrationFee ... ... ... ... . . . . $5.00

Graduation Fees will be paid when the student registers for his last quarter of
work prior to graduation.

ADDITIONAL FEES

In addition to the above tees, students enrolled in Cosmetology and Prac-
tical Nurse Education’are required to pay an additional insurance fee and to
purchase uniforms. Cosmetology students must purchase a cosmetology kit.

Because costs are so inexpensive, the college does not provide for install-
ment payments of fees and charges.

TEXTBOOKS

All curriculum students will be expected to purchase adopted textbooks in
all courses.

Recommended textbooks are to be purchased at the beginning of the
quarter in which they are to be used. Textbooks used in any one quarter must
be purchased by the end of the second week of classes of that particular

quarter.

NON-RESIDENT FEES

The college will charge out-of-state tuition in accordance with General
Statutes 116-143.1, 1971, as amended by the 1977 General Assembly. Out-of-
state tuition is $198.00 per quarter or $16.50 per Credit Hour.

*Fees are subject to change by legislative action.
ESTABLISHING STATE RESIDENCY

To qualify for in-state tuition legal residents must have maintained domicile
in North Carolina for at least the 12 months immediately prior to classification
as resident for tuition purposes. In order to be eligible tor such classification,
individuals must estabﬁsh that their presence in the State during such twelve-
month period was for purposes of maintaining a bona fide domicile rather
than for purposes of mere temporary residence incident to enrollment in an in-
stitution of higher education.

Regulations concerning the classification of students by residence for pur-
poses of applicable tuition differentials are set torth in detail in a Manual To

1



Assist The Public Higher Education Institutions of North Carolina in the Matter
pf Student Residence Classification for Tuition Purposes. Eoch eqrolled Student
Is responsible for knowing the contents of that manual, wh!ch s the contro|.
Ing administrative statement of policy on this subject. Copies of the manyg)|
are available on request at Student Services.

Students who believe thot they have obtained Q“Qib”i'Y fOf a change in
classification must petition the residency classification committee for g deg.
sion. Changes in classification are effective with the beginning of the neyt
quarter,

REFUNDS

Tuition refund for students shall not be made unless the student is, in the
jJudgement of the institution, compelled to withdraw for unavoidable reasons.
In such cases, two-thirds of the student’s tuition may be refunded it the stydent
officially withdraws within 10 calendar days after the tirst day of classes qs
published in the school calendar. Tuition refunds will not be considered after
that time. Tuition refunds will not be considered for tuitions of five dollars
($5.00) or less, unless a course or curriculum fails to materalize.

OBLIGATION TOWARD TUITION AND FEES

Tuition and ftees are due and payable at the time of the student’s registrg-
tion. No student will be permitted to graduate, receive transcripts or register
tor a new quarter if he has unpaid parking fines, an unpaid balance due, or an
account from any previous quarter unless payment of such an outstanding
balance has been guaranteed in writing by a financially responsible person or
organization.

Any student experiencing special ditficulties may make special ar-
rangements with the business manager.

In the event a student completes registration and withdraws betore paying
the appropriate fees and tuition, the institution will make three attempts dur-
ing the current year by letter and personal contact to collect these tunds. If the
institution is unsuccessful, the account will be turned over to the North
Carolina Attorney General's oftice for disposition.

12



ACADEMIC INFORMATION

DEGREE PROGRAMS

Southwestern Technical College confers an Associate of Applied Science
Degree in the name of the State Board of Community Colleges upon successful
completion of a technical curriculum.

DIPLOMA PROGRAMS

Southwestern Technical College confers diplomas in the name of the
Southwestern Technical College Board of Trustees upon successful completion
of any vocational level curriculum four quarters or more in length (or the part-
time equivalency).

CERTIFICATE PROGRAMS

Certificates will be issued in the name of Southwestern Technical College to
students who successfully complete an approved curriculum of less than tour

full quarters.

GRADING SYSTEM

Official grades are issued for each student at the end ot each quarter.
Students enrolled in curriculum courses will be graded by the letter grade

system and assigned a quality point ratio (QPR) for each quarter.

The QPR is determined by dividing the total number of quality points by the
number of credit hours attempted.

A QPR of 2.00 is required for graduation. Transfer credits are not included in

the QPR computation.
Quality Points

per
Grade Detinition Quarter Hour
A (93-100) The student has, in a superior way, met the 4
objectives established for the course.
B (85-92) The student has more than adequately met the 3
objectives established for the course.
C (77-84) The student has adequately met the objectives 2
established for the course.
D (70-76) The student has minimally met the objectives 1
established tor the course.
F (Below 70) The student failed to meet the objectives. 0

13



Grade

WP

WF

Quality Poings

o per
Definition Quarter Hoyr

An “I", or Incomplete, indicates that a student 0
has been doing acceptable work in the course
but has not completed all required work. A
minimum of 80% of course requirements must
have been completed for the student to be eligi-
ble for an | contract. Less than this would
automatically result in an F. It is the student’s
responsibility to have this deticiency removed in
two weeks. When in the judgement of the in-
structor a student is not making a reasonable
effort to remove the incomplete, and has not
done so within the required period of the con-
tract which each student makes with the instruc-
tor, the grade will automatically be changed to
an F.

Given for courses below 100 level. This symbol 0
does not count as hours attempted or as hours
earned.

Audit. This symbol does not count as hours 0
attempted or as hours earned.

The student withdrew during the first four 0
weeks of the quarter. This symbol does not
count as hours attempted or as hours earned.
(Given at any time for extenuating cir-

cumstances as determined by the Dean of In-
struction.)

The student withdrew after the fourth week or 0
its equivalent while doing satisfactory work.

This symbol does not count as hours attempted
or as hours earned.

The student withdrew after the fourth week or 0

its equivalent while doing unsatistactory work.
This symbol counts as hours attempted but not
as hours earned.

Credit by Exam. The student received credit for 0
course through proficiency examination. This
symbol counts as hours earned but not as hours
aottempted. Not more than one-half of the re-
quired credit for a degree or a diploma may be
earned through a "“Credit by Exam" unless
otherwise approved by the Dean of Instruction.

Passing—awarded upon successful completion 0
of a Continuing Education Course, where CEU

credit is involved, an 80% attendance require-

ment pertains.

14



ACADEMIC PROBATION AND SUSPENSION

A student whose QPR falls below 2.00 for two consecutive quarters will be

placed on probation tor the following quarter. If the QPR remains below 2.00

at the end ot the probationary quarter, the student would be suspended for
the following academic quarter.

DEAN'S LIST

1. Only full-time students are considered. (A full-time student is defined as a

student enrolled in a curriculum program, carrying @ minimum of 12
quarter hours.)

2. The student is to have a minimum 3.50 quality point ratio to qualify for the
quarter under consideration.

3. Incompletes and withdraw-failing will automatically eliminate a student

trom this list for that particular quarter. Credit for a course by examination
or transter does not aftect eligibility.

GENERAL ATTENDANCE REQUIREMENTS

All students are expected to be present and regular in attendance for all
scheduled classes and open labs. Absences will be considered justified and

excusable only in cases of emergencies, serious illness, or death in the im-
mediate tamily.

Any work missed because of absences must be made up.

VETERANS EDUCATIONAL ASSISTANCE BENEFITS

The Veterans Attairs Ottice is located on the ground floor of the Technical
Building on the Southwestern Technical College campus. Anyone believing
he/she may be eligible for V.A. benetits is urged to stop by the V.A. Office at
least one month betore entering school.

V.A. benefits recipients must complete the following steps in order to enroll
in school on the G.I. Bill:

(1) Complete and submit an Admissions application, along with official
copies of ALL high school transcripts/GED scores, post-secondary, and
military transcripts.

(2) Bring a copy of your DD-214, Discharge papers, and come by the V.A.
Office for an interview. During this time, V.A. paperwork will be com-
pleted, and the veteran will be asked to submit any necessary supportive
data (birth certificates of children, mariage licenses, etc.).

(3) Register for your first quarter’s classes.
Veteran students are expected to attend classes regularly. Veterans are
also responsible for notifying the V.A. Oftice in the event of withdrawal from a

class or from school. Failure to do so will create overpayments for which the
veteran will most likely be liable.

15



CHANGE OF SCHEDULE OR PROGRAM

i i hedule may be mad
ing the Drop/Add period, changes in class sc "
W Eflijt';r;ge agpr:\)/gl ot thepadvisor, instructors involved, Veterans Counselor

and the Registrar.

: iecti f trainin
“a change of educational objective (program of training)
" ;r\r::g %ceczgsrgcveedaby thg Admissions Officer, Instructors and Registrar.

(3) All late registrations must be approved by Director of Occupational
Education.

WITHDRAWAL PROCEDURE

If a student wishes to withdraw for any reason he should:

(1) Discuss it with his advisor. | .

(2) Complete a withdrawal form with his qdvusor. | |

(3) Have the librarian and financial aids officer and veteran coordinator sign
the withdrawal form. |

(4) Take the completed withdrawal form to the Registrar.

(5) Present withdrawal form to the cashier.

STUDENT CONDUCT

Students of Southwestern Tech will be expected to conduct themselves at all
times as mature adults. Students who do not respect the rights and privileges
and personal property of other students and who tail to demonstrate a high
regard for school facilities and property will be subject to dismissal.

Violation of rules and regulations relating to drug abuse and use ot alcoholic
beverages may result in disciplinary measures or dismissal.

Possession of firearmsor other weapons as defined in G.S. 14-284-1 while

on campus is unlawful whether carried openly or concealed.Violations may
result in dismissal and prosecution.

Students of the college are subject to the operating policies and rules of the

school, the local ordinances, the North Carolina General Statutes and the laws
of the United States.

FACULTY ADVISOR

Each student will be assigned an advisor by the Department Chairman in his

major tield. The purpose of this program is to provide each student with per-

sonal assistance in orientation and with guid ‘
vidance as he progresses '
course of study. e n his

CREDIT BY EXAMINATION

Advanced placement is offered to those students who because of their
demonstrated abilities are qualified to accelerate their studies. To obtain ad-
vanced placement a student may take a proficiency examination in certain
subjects when he believes he already has mastery of the course material. Per-

mission for such an examination must be obtain
. | ed from the appropriate
Department Chairman with the Director ot Occupational Education c%?\cu?'ring

16



The examination may be written, oral, performance, or all of these. Students
tailing such an examination may not request a second examination until
evidence of further study in the subject concerned is presented. The decision
of the examining instructor will be final.

A veteran student may apply for credit toward graduation for training
received under any of the armed forces college training programs. Credit may
also be granted for specialized and technical training done under the auspices
of the armed forces and courses taken through USAFI.

COURSE CREDIT IN RESIDENCE

A minimum of two quarters of work must be completed in residence at
Southwestern Technical College.

SUPERVISED WORK EXPERIENCE

In keeping with its policy of offering new and enriching educational ex-
periences to students, the college has introduced work experience in some of
its curricula and will extend it to others later. Within this program, students
are employed for a specific period of off-campus work as a requirement of
their course. This employment will be related as closely as possible to the stu-
dent’s course of study. Work experience combines classroom teaching with
practical experience on the job.

LIBRARY

Southwestern Technical College provides various types of media for
students, taculty, and statf of the College. The library has a continously grow-
ing collection o{ approximately 21,000 volumes which are primarily scientific
and technical, relating directly to the curriculum offerings. The reference col-
lection contains encyclopedias and many specialized dictionaries and hand-
books. Also a varied collection of fiction and books of general interest are pro-
vided for recreational reading and personal growth. The open shelf concept is
used to provide for easy access to materials. The library receives more than
200 magazines and several newspapers.

The library also provides other materials such as pamphlets and newspaper
clippings. Included in the collection are bound volumes of magazines and
microfi?m ot approximately 127 periodical titles. The library also provides
microfiche of several document titles.

Many titles of audiovisual materials and equipment are available through
the library. The audiovisual media include films, tilmstrips, tapes, slides,
transparencies, film loops, and video tapes. The materials may be used in the
library at the study carrells or taken to a classroom.

The library staft of trained personnel is always willing to assist users in
locating and using the various types of media.

All library books must be returned by the end ot each quarter and accounts
cleared before students will be allowed to register, graduate, or receive a

transcript.

The library is open 8:00 a.m. to 9:00 p.m. Monday through Thursday and
from 8:00 a.m. to 4:00 p.m. on Fridoz. The library serves not only faculty, staff,
and students, but also residents ot the community including people in business

and industry.
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MEDIA SERVICES DEPARTMENT

The main purpose of the Media Services Program at Southwestern Tech is to
support the instructional programs that are offered by the school.

Some of the services that are offered through the Media Department are:

Audio taping

Video taping

Minor AV equipment repair

Splicing of tapes and tilms

Black and white and color photography
Slide/tape show production

Poster and brochure design and production

The Media Services Department serves all of the various departments within
the school as well as providing services for the community organizations and
residents of the three-county service area. The Media Services Department

will charge for personal work done by the department.

Normal operating hours are from 8:00 A.M. to 5:00 P.M. weekdays.

PUBLIC INFORMATION OFFICE

The purpose of the Public Information Office is to inform the public about
newsworthy events occurring at Southwestern Tech. The names of students
who make the Dean's List, students named to Who's Who, etc., are re.leosed to
local newspapers and radio stations. The Public Information Office is located
in Room 116A of the Technical Building, telephone extgension 234. Students
should contact the Public Information Office if they have news items they want
released to the media.

EVENING CURRICULUM PROGRAMS

The intent of Southwestern Tech is to make courses available to all who
want them during both day and evening. Therefore, curriculum level courses
are available during the evening hours. One may enroll for classes during the
day and evening. For additional information, contact the Evening Program
Director.

GRADUATION

Between the first and the tenth class day of the quarter in which a student

expects to complete requirements for graduation, the student must make ap-
plication for graduation.

Candidate responsibility is as follows:

(1) Obtain Application for Graduation at the Registrar's Oftice.
(2) Complete candidate’'s section of the application.

(3) Pay graduation fees—Cashier’s Ottice.

(4) Take Application to advisor.

Note: Off-campus students obtain Application tor Graduation from advisor
and pay fees to advisor.

Candidates for graduation are required to participate in graduation exer-
cises if they wish to receive their degree or diploma.
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SERVICES TO STUDENTS

Student Services is a distinct and vitollr important aspect in the develop-
ment, administration, operation, and future planning of Southwestern

Technical College. Such services are provided primarily to serve the student
effectively.

A Qefinite program of service is offered to assist the student in selecting,
entering, progressing within, and completing a program of study. In addition,
the individual is provided numerous opportunities for personal development
and social growth through a variety of planned activities.

ORIENTATION

At the beginning of each quarter, an Orientation program is held for new
students to acquaint them with basic ideas, procedures, academic areas, ad-
ministrative personnel and services of the College. The primary purpose for
scheduling this program is to inform new students of important information
about the College in an effort to assist them in making an easy transition to
new surroundings.

TESTING

A program of testing is provided through Student Services. Emphasis is
given to placement testing for the purpose of determining verbal and com-
putational skills of entering students. Other types of testing are available for
career planning purposes. Achievement tests are provided through the
Developmental Studies Program.

COUNSELING

Counseling services are provided by trained personnel and are available to
all students entering or enrolled in the institution. Students may come to the
counselor’s office at any time when a problem arises which could atfect his or
her progress in school. Faculty members are asked to encourage students to
use this service. Students needing assistance should contact the Counselor.

JOB PLACEMENT CENTER

Southwestern Technical College’s obligation to its students does not end
when their programs of study are completed. The services of the Center in-
clude actively soliciting employment opportunities and identifying students
who desire such employment. Successful job placement is the goal of most
students, and while the College cannot assure each graduate of getting the job
he or she wants, every etfort is made in obtaining job interviews, aiding in
resume and letter preparation, and providing information on job openings.
The placement service is an integral part of a comphrehensive student person-
nel program. It is one of the final activities within the jurisdiction of the Col-
lege. The Job Placement Center also plays a role in aiding the student in
reaching a career decision based on a full appreciation of his potential. This
can be accomplished by working in conjunction with counselors and other
faculty and statf members. Successful Job Placement is something each and
every person should be thinking of working toward from the first day of enter-

ing a program.
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FINANCIAL AIDS

Information and applications for all Student Financial Aid Programs qre
available from:

Office of Student Financial Aid
Southwestern Technical College
Post Office Box 67

Sylva, North Carolina 28779

Office hours are from 1:00 PM to 8:00 PM Monda . and 8:00 AM to 5:08 PN.\,
Tuesday through Friday. If you wish to call the office, the phone number is

(704) 586-4091, Extension 218.

WHAT IS FINANCIAL AID?

Financial Aid is money for education that comes trom sources outside the
family. It supplements what the family cannot afford from thelrlsovmgs,hec;rn-
ings, and assets. Financial aid may be in the form of grants, loans, scholar-
ships, and work study jobs or a combination of any of these programs.

With the exception of a few scholarships, all financial aid at Southwestern
Tech is owordedpto eligible students on the basis of FINANCIAL NEED. Finan-
cial need is defined as the difference between the amount of money a.student
and his family can provide for an education and the cost of that education. The
need is greater for some, less for others, and financial aid is meant to fill the

need gap, whether it be great or small.

In order to identify those students with financial needs gpd to determine
their needs in a systematic manner, Southwestern Tech utilizes the two na-
tional need analysis systems: The College Scholarship Service (Financial Aid
Form) and the American College Testing (Family Financial Statement).

TYPES OF FINANCIAL AID

A typical financial aid package at Southwestern Tech consists of one or a
combination of the tollowing programs:

Basic Educational Opportunity Grant

North Carolina State Incentive Grant
College Work Study

National Direct Student Loan

Supplemental Educational Opportunity Grant
Scholarships

State Board Loans

Guaranteed Student Loans

WHAT IS THE COST OF ATTENDANCE AT SOUTHWESTERN TECH?

A student can easily calculate the total cost of attendance at Southwestern
Tech for a one or two year program by using the following tigures:

Tuition Per Quarter (Three Months)

Full-Time Student $39.00
Part-Time Student (per credit hour) 3.25
Activity Fee (per quarter) 12 credit hrs. 4.00
9-11 credit hrs. 2.60

6-8 credit hrs. 1.75

0-5 credit hrs. .70

Insurance (per year) 3.00
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SUPPLIES AND BOOKS

The cost of supplies and books varies depending on the program. (See Stu-
dent Expense Budget tor approximate costs.)

LIVING EXPENSES

In addition to the institutional charges, each student will have other ex-
penses such as home maintenance, transportation, and meals on campus.
Students who do not live at home will have additional expenses which include
room and board. Planning a budget is one of the most important tasks you can
do to get ready ftor the school year. The cost sheet provided will give you an
idea of expenses incurred by attendance at Southwestern Tech for a school
year. The ftollowing chart will help you plan a realistic budget.

STUDENT EXPENSE BUDGETS

The following budgets are those typically used to calculate the financial
need of students with the characteristics indicated below. Other budgets can
be obtained from the Southwestern Financial Aid Office. Adjustments to these
budgets are made to reflect special needs of individual students.

STUDENT BUDGETS
S.-T.-C. 1981-82

No. of Tuition Books & Room & Personal
Status Months & Fees Supplies Board Trans. Expenses Totals
Single-Living
at home 9 $130  $150  $800 $600 $400  $2080
Single-Living
off-campus 9 130 150 1700 600 500  $3080
Married 12 130 150 3200 1000 1200  $5680

REQUIREMENTS FOR RECEIVING FINANCIAL AID

Students must meet the following criteria in order to receive Financial Aid:

(1) Be currently enrolled at S.T.C., or be accepted for enrollment on at
least a half-time basis (6 credit hours per quarter).

(2) Be either a U.S. citizen, or a national or permanent resident of the U.S.
(3) Demonstrate financial need.
(4) Be making satisfactory progress in the program he/she is pursuing.

(5) Not be in default on a National Direct Student Loan, or a Guaranteed
Loon at S.T.C.

(6) Not owe a refund or Federal Grant Aid at S.T.C.
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HOW AND WHEN DO | MAKE APPLICATION FOR FINANCIAL AID?

Students desiring financial aid are encouraged to apply early (January-June)
to be given top priority for the funds available. Applications will be processed
until all available funds are awarded. It is necessary to reapply for financig|
aid each year.

In order to be considered for grants, loans, scholarships, and workstudy
jobs, the applicant must complete and submit either a Financial Aid Form
(FAF), or a Family Financial Statement (FFS) to the processing agency listed on
thfe{ form. The results of the FAF/FFS are mailed directly to the Financial Aid
Ottice.

Financial Aid applicants must apply for the Basic Educational Opportunity
Grant (BEOG). This is accomplished by completing either the FAF or the FFS,
BEOG results are mailed directly to the student in the form of a Student
Eligibility Report (SER) which the student must send to the Financial Aids Of-

tice without delay.

Upon receipt of the FAF/FFS and BEOG results, the Financial Aids Oftice will
review this data and the applicant’s financial award will be determined. An of-
ficial award letter explaining the award decision and giving information about
the aid offered is then sent to the applicant. In order to accept the financial aid
award, the applicant must sign the award letter and return it to the Financial

Aids Oftice.

HOW, WHEN, AND WHERE DO | RECEIVE MY FINANCIAL AID?

On Registration Day a financial aid recipient must present his/her copy of
the ofticial award letter to the Cashier in order to have the cost of tuition,
books, and tees deducted from his/her financial aid allowance. The Financial
Aids Otficer will be available at this time to answer any questions concerning
tinancial aid. Students planning to participate in the College Work-Study pro-
gram should report to the Financial Aids Officer for job assignments and in-
structions.

Ten (10) class days after registration, aid recipients may pick up a check in
the Cashier’'s Ottfice tor the balance of his/her financial aid allowance. This
money is to be used for indirect expenses such as transportation, meals on
campus, personal expenses, etc. (refer to budget sheet for complete listing).
Students who withdraw from school are responsible for repaying any overpay-
ment which may result. Overpayment letters will be written to students telling
the amount of the overpayment.

PROGRAMS AVAILABLE
BASIC EDUCATIONAL OPPORTUNITY GRANT PROGRAM

This is a federal program of student tinancial aid which provides grants for
all eligible students to assist them in meeting educational costs. The concept
of this program is one of entitlement, “That every eligible student with
demonstrated need is assured financial resources to continue his education
beyond high school.”

Basic Grant awards at Southwestern Tech range from $150 to $788 depend-
ing on your “eligibility index number.” (The lower your index number, the
higher your award will be.)
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N.C. STUDENT INCENTIVE GRANT PROGRAM

Legal residents of North Carolina accepted for enrollment full-time, in good
standing, may apply for Student Incentive Grants to help pay their education
expenses. Students must demonstrate “substantial financial need” as deter-
mined 1hrough the need analysis system of either the College Scholarship Ser-
vice or American Testing Program. The amount of each grant will be based on
the individual student’s demonstrated financial need in relation to resources
and cost of education but may not exceed $2,000 per academic year. SPECIAL

I(\'I;OTEt: All students applying for Incentive Grants must first apply for Basic
rants.

SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS

This program provides grants to students of exceptional tinancial need,
who, for the lack of financial means of their own or of their tfamilies, would be
unable to enter or to remain at the College. Grants, ranging from $200 to
$1,000 are available to a limited number of students and must be matched with
other aid funds. Supplemental Grants do not have to be repaid.

COLLEGE WORK STUDY PROGRAM

This is a program of employment in which the student, particularly from a
low income family, is compensated for the number of hours he works for the
College or an otf-campus agency. Students who are employed in this program
may work up to 15 hours per week while attending classes full-time. During
vacation periods, when the student is not in school, he may work up to 40

hours per week. On campus jobs can include work in offices, shops, libraries,
and maintenance.

The present rate of pay is $3.35 per hour. Students approved for this pro-
gram can expect to complete in addition to the award letter and affidavit, such
paperwork as a data sheet, contracts, and a W-4 tax form.

NATIONAL DIRECT STUDENT LOANS

The National Direct Student Loan Program provides long term, low interest
loans to qualified students in need ot tinancial assistance to pursue a course of
study at the College. The repayment period and interest, at the rate ot 4 per-
cent per year, begins six months after a student ends his studies at the College
or ceases to be at least a part-time student. NDSL is a loan and must be repaid.

When you receive each loan check, you must sign a promissory note for the
payment amount. The promissory note also explains your rights, obligations,
and responsibilities concerning the loan. Upon leaving school you will have an
exit interview explaining your repayment obligations.

The following table was taken from the Monthly Payment schedule tor the
loan program. The schedule indicates the total payment, principal, and in-
terest for a loan totaling $1,000.00.
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NATIONAL DIRECT STUDENT LOAN
MONTHLY PAYMENT SCHEDULE*

INTEREST TO PRINCIPAL
RATE/ANNUM AND INTEREST FACE MOUNT
3.00% 30.00 1000.00

PAYMENT PAYMENT TOTAL
TO TO MONTHLY BALANCE

INTEREST PRINCIPAL PAYMENT DUE
2.50 27.50 30.00 972.50
2.43 27.57 30.00 944.93
2.36 27.64 30.00 917.29
2.29 27.71 30.00 889.58
2,22 27.78 30.00 861.80
2.135 27.85 30.00 833.95
2.08 27.92 30.00 806.03
2.02 27.98 30.00 778.05
1.95 28.05 30.00 750.00
1.88 28.12 30.00 721.88
1.80 28.20 30.00 693.68
1.73 28.27 30.00 665.41
1.66 28.34 30.00 637.07
1.59 28.41 30.00 608.66
1.52 28.48 30.00 580.18
1.45 28.55 30.00 551.63
1.38 28.62 30.00 523.01
1.31 28.69 30.00 494.32
1.24 28.76 30.00 465.56
1.16 28.84 30.00 436.72
1.09 28.91 30.00 407.8]
1.02 28.98 30.00 378.83
0.95 29.05 30.00 349.78
0.87 29.13 30.00 320.65
0.80 29.20 30.00 291.45
0.73 29.27 30.00 262.18
0.66 29.34 30.00 232.84
0.58 29.42 30.00 203.42
0.351] 29.49 30.00 173.93
0.43 29.57 30.00 144.36
0.36 29.64 30.00 114.72
0.29 29.71 30.00 85.01
0.2} 29.79 30.00 55.22
0.14 29.86 30.00 25.36
0.06 25.36 25.42 0.00

45.42 1000.00 1045.42 0.00

*This repayment schedule is based on 3% interest. Interest rates for 1981-82
academic year will be 4%.

COLLEGE FOUNDATION INCORPORATED LOAN FUND

Legal residents of North Carolina who are enrolled or have been accepted
for enrollment in an eligible college, university, technical or vocational school

in a full-time undergraduate program are eligible to apply. Applicants must
meet certain academic requirements as related to their course of study and

must provide proof of financial need. Students in good standing may reapply
each year that additional funds are needed.
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Applications for this program are available upon request from the Financial
Aid Office.

Additional information may be obtained from:

College Foundation, Inc.
1307 Glenwood Avenue
Raleigh, NC 27605

NORTH CAROLINA STATE BOARD OF EDUCATION
STUDENT LOAN FUND

.Ful.I-Time students enrolled in a vocational or technical program in an in-
stitution under the North Carolina Department of Community Colleges may
borrow a maximum of $300 per year.

Applications for this program are available upon request from the Financial
Aid Oftice.

JAMES FRANK COWAN MEMORIAL STUDENT LOAN FUND

This fund was established by friends and fellow Southwestern Tech statt
members at the time of Mr. Cowan'’s death in October, 1974.

The purpose of the fund is to provide short duration loans in small amounts
to full-time students.

ROTARY CLUB LOAN FUND

A limited amount of money is available to students enrolled in vocational
programs in the form of emergency loans, sponsored by the Sylva Rotary Club.

FIRST UNION NATIONAL BANK

The Educational Checkloan is designed for those tamilies who can attord

higher education for their children but need to spread the cost over a number
of years. A flexible program, it allows any qualified resident ot North Carolina

to borrow up to $10,000 for four years of higher education.

SUZANNE M. DAVIS
Low interest loans are available to Cherokee Indians through the Suzanne

M. Davis Fund administered through the Historical Association, Cherokee,
North Carolina.

NURSING SCHOLARSHIPS

The Health Careers Scholarship Program of the James G.K. McClure Educa-

tional and Development Fund is to aid financially deserving and academically
promising residents in Western North Carolina to enter the Licensed Practical
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Nursing Program. Evidence of Christian character and the desire 10 be of sg,.
vice to one’s fellowmen are considered of basic importance in the selection
the recipients.

W.N.C. LUNG ASSOCIATION SCHOLARSHIP

The Western North Carolina Lung Association grants a scholarship to the
College each year to be used by a student enrolled in the Practical Nursing
Education Program.

GREENEBAUM SCHOLARSHIPS

The James G.K. McClure Educational and Development Fund provides
scholarships, given by the family and friends of the late Edward De Zulueta
Greenebaum, for residents of Jackson County. Awards are based upon
scholarship, financial need and recommendations.

ART SCHOLARSHIP

The college offers two scholarships each year to the two top contestants in
the annual Commercial Art contest sponsored by the school.

AD CLUB SCHOLARSHIP

The Western North Carolina Advertising Club sponsors a scholarship for a
second year student enrolled at the College in the Commercial Art and Adver-
tising Design Program.

TOMMY LOVE MEMORIAL SCHOLARSHIP

This scholarship will pay tuition for one year at Southwestern Tech for a
deserving graduate of Sylva-Webster High School.

ALCOA FOUNDATION SCHOLARSHIP

Alcoa Foundation of Pittsburgh awards scholarships to eligible students in
the counties of Macon, Jackson, Swain, Graham, and Cherokee. These
scholarships are administered through the Southwestern Tech Student Finan-
cial Aid Otfice.

HAROLD'S SUPERMARKET SCHOLARSHIP

This program provides a scholarship each year tfor employees of Harold
Potts or their children. If there are no applicants in the above category, then
the Scholarship is open to anyone trom Jackson County who demonstrates a

financial need.

MACON COUNTY RETIRED TEACHERS ASSOCIATION NURSING
SCHOLARSHIP

This scholarship will pay tuition for one year for a Macon County student
entering the Licensed Nurses Program at Southwestern Tech.
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SOUTHWESTERN TECH FOUNDATION STUDENT FINANCIAL AID

The Southwestern Tech Foundation Student Aid Program is designed to com-

lement the present aid program operated by the college. Applications may
ge obtained trom the Student Services Office.

THE STUDENT SCHOLARSHIP AND GRANT PROGRAM will serve all students,
especially those not qualitied for federal aid.

STUDENT EMPLOYMENT is a program to aid both the student and

Southwestern Tech as students use their skills and knowledge in support of the
institute and its purpose.

THE STUDENT LOAN PROGRAM will provide long-term, low interest loans to
students who otherwise would be unable to attend Southwestern Tech.

THE EMERGENCY LOAN FUND is o short-term of “petty cash” loan fund to

permit the college to satisty the emergency needs of students. Emergency
needs may include tuition, fees, books, rent or grocery money, etc. This fund
will provide small amounts of money for a short period of time.

DARRIS GREENE MEMORIAL FUND provides loans to students entering the
Commercial Art and Advertising Design Program at the College.

PROGRAMS ADMINISTERED BY OTHER AGENCIES

Information and applications are available upon request trom the individual
agencies who administer the program.

NORTH CAROLINA DIVISION OF REHABILITATION

The college is approved tor the training and education of individuals who

qualify under the provisions of the North Carolina Division ot Vocational
Rehabilitation, Department of Public Instruction.

SOCIAL SECURITY ADMINISTRATION

Eligible persons may receive educational benetits from the Social Security
Administration if the head of the household is over 62 and retired or disabled.

BUREAU OF INDIAN AFFAIRS

Educational assistance is provided to the Cherokee Indians through the
Bureau of Indian Atfairs, Cherokee, North Carolina.

COMPREHENSIVE EMPLOYMENT AND TRAINING ACT

CETA is available to a limited number of students. This program is ad-
ministered through the local Employment Security Commission.
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FINANCIAL AID POLICIES

REFUND POLICY

Tuition refund for students shall not be made unless the student is, in the
judgement of the institution, compelled to withdraw for unavoidable reasons_
In such cases, two-thirds of the student’s tuition may be refunded it the student
officially withdraws within 10 calendar days after the first day of classes qs
published in the school calendar. Tuition refunds will not be considered after
that time. Tuition refunds will not be considered for tuitions of five dollars
($5.00) or less unless a course or curriculum fails to materialize.

POLICY FOR PACKAGING FINANCIAL AID

Primarily BEOG combined with CWSP and NDSL. Composition of package is
dependent upon program enrolled, class schedule and funds available. SEOG
is awarded in addition to BEOG, CWSP or NDSL to those students with excep-

tional financial need.

REPAYMENT POLICY

Students receiving financial aid who withdraw trom school are responsible
tor repaying any overpayment which mor result. Overpayment letters will be
written to students telling the amount of overpayment.

FINANCIAL AID TRANSCRIPT

A Financial Aid Transcript must be on file for all aid applicants who have
previously attended other post secondary schools.

PROGRAM RETENTION RATES AND AVERAGE STARTING
SALARIES OF GRADUATES

Information regarding retention rates and average starting salaries may be
obtained by contacting the Student Services Division.

INDEPENDENT STUDENT

AM | AN INDEPENDENT STUDENT?

To be considered an independent student tfor the academic year 1981-82,
you must be able to answer “No” to the following questions:

1. Did (or will) you live with parents or guardian tor more than six con-
secutive weeks during:

1980 1981
Yes__ Yes
No_____ No

28



2. Were (or will) you (be) listed as an exem

ption on parents or guardians
U.S. Income Tax Return for: >

1980 1981
Yes Yes
NO No

3. Did (or will_) you receive tinancial assistance of $1000 or more from parents
or guardian during:

1980 1981
Yes Yes
No No

It you answered “Yes” to any of the above questions, Federal law requires
that the income of your parents must be considered. Failure of parents to

disclose financial information or contribute financial support does not mean
that you are an independent student.

It you are requesting to be considered as an independent student, you must
complete a notarized Independent Statement. Your application will not be

complete until we receive this document. Forms can be obtained from the
Financial Aid Oftfice.
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COMMERCIAL
SPECIALTIES

ACCOUNTING

BUSINESS ADMINISTRATION

SECRETARIAL SCIENCE

LAW ENFORCEMENT

PARALEGAL
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ACCOUNTING
T-016

student should achieve a degree of

meet the requirements of such jobs as junior accountant, cost accountant,
auditor, or other entry level positions.

CURRICULUM BY QUARTERS

Hours

Class Lab Credit
FIRST QUARTER

ENG 100 English | 5 0 5
MAT 110 Business Math 5 0 5
BUS 101 Introduction to Business 5 0 5
BUS 102 Typing | 2 3 3
BUS 110 Ofttfice Machines ] 2 2
18 5 20
SECOND QUARTER
ENG 101 English | 5 0 5
BUS 120 Accounting | 4 3 5
BUS 248 Business Economics | 5 0 5
EDP 106 BASIC Programming ] 2 2
15 5 17
THIRD QUARTER
ENG 102 English 1l 5 0 5
BUS 121 Accounting |l 4 3 5
BUS 127 Financial Management 3 2 4
BUS 271 Oftice Management 3 2 4
15 7 18
FOURTH QUARTER
ENG 204 English IV 3 0 3
BUS 122 Accounting lli 4 3 S
BUS 133 Fund Accounting 3 2 4
BUS 239 Marketing 5 0 5
15 5 17
FIFTH QUARTER
ENG 103 English IV 3 0 3
BUS 115 Business Law | 5 0 5
BUS 222 Intermediate Accounting | 3 2 4
BUS 229 Income Taxes | 3 2 4
14 4 16
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SIXTH QUARTER

BUS
BUS
BUS
BUS

223
225
231
237

Intermediate Accounting Il

Cost Accounting
Income Taxes |

Small Business Management

SEVENTH QUARTER

BUS
BUS
BUS
BUS

224
226
277
279

Intermediate Accounting I

Auditing
Credit & Collection

Protit Planning & Budget

Control
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BUSINESS ADMINISTRATION
T-018

The needs of business and industry have grown extensively in positions of
supervision and middle management. These positions will be filled by people
with specialized education beyond the high school level. The Business Ad-
ministration Curriculum is designed to prepare the student for employment in
one of many occupations and assume the responsibilities that go with super-
visory and middle management positions in business and industry.

The graduate of the Business Administration Curriculum may enter a variety
of career opportunitites: tirst-line supervisor, industrial engineering assistant,
production planner, quality control technician, safety manager, budget clerk,

and a variety of positions in retailing—ranging from beginning sales clerk to
manager.

CURRICULUM BY QUARTERS

Hours
Class Lab Credit
FIRST QUARTER

ENG 100  English | 5 0 5
MAT 110 Business Math 5 0 5
BUS 101 Introduction to Business 5 0 5
BUS 110  Office Machines ] 2 2
BUS 102 Typing | 2 3 3
18 5 20
SECOND QUARTER
ENG 101 English Il 5 0 5
BUS 136  College Accounting | 4 3 5
BUS 248 Business Economics | S 0 S
EDP 104  Introduction to Data Processing 3 2 4
17 5 19
BUS 120 Accounting | (Elective) 4 3 5
THIRD QUARTER
ENG 102 English Il 5 0 5
BUS 271 Oftice Management 3 2 4
BUS 277 Credit & Collection 3 y. 4
BUS 244 Retail Management 5 -0 5
16 4 18
BUS 121 .  Accounting |l (Elective) 4 3 5
FOURTH QUARTER
Eng 204  English IV 3 0 3
BUS 272 Principles of Supervision S 0 5
BUS 273 Personnel Management 5 0 5
BUS 239  Marketing 5 0 5
18 0 18
BUS 122  Accounting lll (Elective) 4 3 S
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Hours
Class Lab Credit

FIFTH QUARTER

BUS 131  Business Communications 3 2 4
BUS 115  Business Law | < 0 5
BUS 229  Income Taxes | 3 2 4
BUS 109  Seminar on Human Relations 3 0 3
BUS 269  Safety Engineering 3 2 4
17 6 20
SIXTH QUARTER
BUS 261  Manufacturing Cycles S 0 5
BUS 266  Value Analysis 3 2 4
BUS 265  Work Management 3 2 4
BUS 267  Production Control 3 2 4
14 6 17
BUS 242  Public Relations & Advertising 3 2 4
(Elective)
SEVENTH QUARTER
BUS 263  Quality Control 3 2 4
BUS 268  Plant Layout 3 2 4
BUS 233  Current Trends in Business
Management 3 2 4
Bus 279  Profit Planning & Budget
Control 3 2 4
12 8 16
BUS 127 Financial Management 3 2 4
(Elective)




T-018

FIRST QUARTER (Fall)
ENG 100 English |
MAT 110 Business Math
BUS 102 Typing |
SECOND QUARTER (Winter)
ENG 101 English I
BUS 110 Ottice Machines
BUS 101 Introduction to Business
THIRD QUARTER (Spring)
ENG 102 English Il
BUS 136 College Accounting |
BUS 109 Seminar on Human Relations
BUS 120  Accounting | (Elective)
FOURTH QUARTER (Summer)
BUS 248 Business Economics |
EDP 104 Introduction to Data

Processing
BUS 271 Oftice Management
BUS 12] Accounting |l (Elective)
FIFTH QUARTER (Fall)
ENG 204 English IV
BUS 273 Personnel Management
BUS 229 Income Taxes |
BUS 122 Accounting lll (Elective)
SIXTH QUARTER (Winter)
BUS 244 Retail Management
BUS 277 Credit & Collection
BUS 131 Business Communications
SEVENTH QUARTER (Spring)

BUS 272 Principles of Supervision
BUS 279 Profit Planning & Budget
Control

BUS 266 Value Analysis
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Hours
Class Lab Credit

EIGHTH QUARTER (Summer)

BUS 115  Business Law | S g 5

BUS 268  Plant Layout 3 . 4

BUS 267  Production Control 3 4
n 4 13

BUS 242 Public Relations & Advertising 3 2 4

(Elective)

NINTH QUARTER (Fall)

BUS 269  Safety Engineering 3 2 4

BUS 233 Current Trends in Business
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