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AUTO 80H Body and Fender
Prerequisites: AUTO 80A
Limitations on Enrollment: None.
Advisories: None.

This course is designed to emphasize paint spraying, rubbing and
polishing techniques, custom painting tools, materials and equip-
ment, introduction to electromechanical components, overview of
apprenticeship programs, and awareness of auto body business
practices.

Units 2

AUTO 81A  Introductory Auto-Body Units1
Repair Laboratory

Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesignedto provideadditional |aboratory experiences

for studentsenrolledin AUTO 84A.. Areasof emphasisincludesheet

metal welding, metal straightening and finishing, and filling of

materials.

AUTO 81B  Beginning Auto-Body Units 1
Repair Laboratory

Prerequisites: AUTO 84A.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesignedto provideadditional |aboratory experiences

for studentsenrolledin AUTO 84B. Areasof emphasisincludeauto

body collision repair, refinement of metal working skills, and

removing, repairing, and replacing trim and uphol stery.

AUTO 81C Intermediate Auto-Body Units1
Repair Laboratory

Prerequisites: AUTO 84B.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesignedto provideadditional |aboratory experiences

for studentsenrolledin AUTO84C. Areasof emphasisincludebasic

unibody repair, fiberglassbody repair, plastic partsrepair, roof panel

repair and replacement, and complete vehicle painting.

AUTO 81D Advanced Auto-Body Repair
Laboratory

Prerequisites: AUTO 84C.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesignedto provideadditional |aboratory experiences

for students enrolled in AUTO 84C. Areas of emphasis include

advanced unibody repair and repair of suspension and steering

systems.  Students are assigned shop work which is evaluated

against industry standards.

Units1

AUTO 84A  Introductory Auto-Body Repair Units5
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is a theory and laboratory course offering in-depth
training in sheetmetal welding, metal straightening and finishing,
and filling of metals. Painting of a car isintroduced.

AUTO 84B  Beginning Auto-Body Repair
Prerequisites: AUTO 84A.
Limitations on Enrollment: None.

Units5

Advisories: None.

This course is designed to allow students to work on more compli-
cated types of auto body damage to further refine basic metal
working skills. The removing, repairing, and aligning of trim and
upholstery panels are covered.

AUTO 84C Intermediate Auto-Body Repair Units5
Prerequisites: AUTO 84B.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to give studentsinstructionin basic unibody
repair, fiberglass body repair, plastic parts repair, and roof panel
replacement and repair.  Students learn and perform the steps
necessary to complete afull-car paint job.
AUTO 84D Advanced Auto-Body Repair Units5
Prerequisites: AUTO 84C.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to advance students to more complicated
portions of unibody repair. The repair of suspension and steering
systemsarecovered. Studentsperform assigned jobswhich must be
performed within time constraints imposed by employers.

AUTO 87A  Automobile M echanics
Specialization

Prerequisites: AUTO 52 or AUTO 53.

Limitation on Enrollment: This course requires instructor approval

to enroll.

Advisories. None.

This course is designed for advanced students in automotive me-

chanics. Students complete an advanced specialized project devel-

oped in consultation with the instructor.

Units 3-4

AUTO 87B Auto Electrics Specialization Units3-4
Prerequisites: AUTO 55 or AUTO 56.

Limitation on Enrollment: This course requires instructor approval
to enroll.

Advisories. None.

Thiscourseisdesignedfor advanced studentsinautomotiveel ectrics.
Students complete an advanced specialized project developed in
consultation with the instructor.

AUTO 87C Auto Body Specialization Units 3-4
Prerequisites: AUTO 84D.

Limitation on Enrollment: This course requires instructor approval
to enroll.

Thiscourseisdesignedfor advanced studentsinautobody. Students
compl ete an advanced specialized project devel opedin consultation
with the instructor.

BIOLOGY

BIOL 1 CoreBiology
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is an introduction to the basic biological phenomena
commontoall living organisms. Theareascovered are: cellular and
mol ecular level sof organi zation, geneticsand mechani smsof hered-

Units4
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ity in organic evolution, reproduction and development, and intro-
ductory conceptsof taxonomy and ecology. (UC, CSU, CAN BIOL
2, CAN BIOL SEQ A with BIOL 1, ZOOL 1, and BOT 1)

BIOL 2 General Zoology Units5
Prerequisites: BIOL 1.

Limitations on Enrollment: None.

Advisories. None.

This course is a survey of the major animal groups based upon
structural and chemical similarities. The courseconsiderscompara-
tiveanatomy, physiol ogy, and genetic characteristicsinthedetermi-
nation of the evolutionary relationships. Zoology coversthe evolu-
tion of single-cell organismsto moreadvanced species. Ecology and
impact of maj or phylaontheir environment isdiscussed. Thiscourse
fulfills the lower division preparation for advanced courses in
zoology and satisfies the elementary zoology requirements for
medicine, pharmacy, dentistry, gamespecialist, teachersof biology,
and majorsin the biological sciences. Off-campus and on-campus
field trips are required. (UC, CSU, CAN BIOL 4)
BIOL 10 Survey of Biology Units4
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is an introduction to biology for non-majors which
includes the following areas: biological concepts and principles,
ecological relationships, environmental issues, evol utionary devel-
opment, and kingdoms of life. On and off-campus field work is
required. The course meetsthe CSU general education laboratory
science requirement and IGETC requirements. (UC, CSU)

BIOL 11 Human Biology Units4
Prerequisites: Reading level 11.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisanintroductionto the basi c aspectsof human biology.
Topics include knowledge of the chemicals, cells, tissues and
systems that comprise the human body. Also included isaconsid-
eration of humanheredity, genetics, and humanecology. Thecourse
meets the CSU general education laboratory science requirement
and IGETC requirements. (UC, CSU)

BIOL 12 Natural History of California Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisanintroductionto the plantsand animalsof California
with emphasis on the plant communities and wildlife of the Central
Valley, the coast ranges, and the Sierra Nevada. Ecologically
oriented, the course probes ways in which plants and animals are
adapted to their environment. A field trip isrequired. ( CSU)

BIOL 30 Human Sexuality
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This courseisasurvey of the physiological, social, and behavioral
aspects of human sexuality. The course is academic rather than
therapeutic. (UC, CSU)

Units3

BIOL 50H Special Studies: Biology Units 1-2
Prerequisites: Completion of survey coursewith gradeof“ B” or bet-

ter and presentation of a project acceptableto theinstructor and divi-
sion chairperson.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisopento all students qualified to do advanced work in
thefield. A course project isassigned which may include research,
field work, or other advanced study and the course may be repeated
for amaximum of four units. (UC, CSU)

BOTANY

BOT 1 General Botany

Prerequisites: BIOL 1 withagradeof “ C” or better.
Limitations on Enrollment: None.

Advisories: None.

Thiscourseisastudy of thelifeand activities of plantsfollowed by
an introduction to plant physiology, plant structure, plant genetics,
plant ecology, plant evolution, and a general survey of the major
plant groups. It is afundamental course for students planning to
specidlize in forestry, horticulture, agriculture, food processing,
pharmacy, and other subjects requiring a scientific knowledge of
plant life. Thiscourseisabasic coursefor pre-professional students
inthebiological sciences, asit parallelssimilar coursesat universi-
ties. Fieldtripsareincluded. (UC, CSU, CAN BIOL 6, CAN BIOL
SEQ A with BIOL 1, ZOOL 1, and BOT 1)

Units4

BUSINESS
ADMINISTRATION

BUS 1A Principlesof Accounting
Prerequisites: Reading level 11.
Limitations on Enrollment: None.
Advisories. None.

Thiscourseisastudy of basic accounting principlesand procedures
relating to proprietorships and partnerships. Procedures for the
entireaccounting cycleareincluded. Accounting principlesrelating
to cash, short-term investments, receivables, inventories, plant as-
sets, payables, depreciation, internal control and payroll are in-
cluded. (UC, CSU)

Units5

BUS 1B Principlesof Accounting Units5
Prereguisites: Reading level |1; completion of BUS 1A with a grade
of “C” or better.

Limitations on Enrollment: None.

Advisories: None.

This course is a continuation of the study of basic accounting
principles and procedures. The course examines the topics of
corporations which include: consolidations, the statement of cash
flows, analysis of financial statements, cost accounting, including
job order and process cost systems, budgeting and standard costs,
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specia reports, and income taxes. (UC, CSU)

BUS3  Financial Accounting Units5
Prereguisites: Reading level |1; completion of BUS 1A with a grade
of “C” or better.

Limitations on Enrollment: None.

Advisories: None.

This courseis an introduction to the fundamental accounting prin-
ciplesand practi cesincluding theapplication of accountingtheory to
income measurement, valuation and disclosure, analysis, and inter-
pretation of financial statements. (UC, CSU, CAN BUS 2, CAN
BUS SEQ A with both BUS 3 and 4)

BUS4  Managerial Accounting Units5

Prereguisites: Reading level 11; completion of BUS1B or BUS3with

agradeof “C” or better.

Limitations on Enrollment: None.

Advisories. None.

This course is an introduction to the application of accounting

concepts and systemsto provideinformation for management deci-

sion making, control, profit planning, cost analysis, budgeting, and

performance evaluation. (UC, CSU, CAN BUS4, CAN BUS SEQ

A with both BUS 3 and 4)

BUS5  Introduction to Information Units 3
Processing

Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the field of information systems

with the major emphasis on modern data processing systems. The

course is designed for business administration and accounting ma-

jors and is not open to students that have completed CS 11. The

computer language COBOL is developed and applied in solving

accounting problems. (UC, CSU)

BUS8  Introduction to The American Units3
Legal System

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseis an introduction to American law and itsrelationship

to society. Topics include the nature and structure of the legal

system, crimes, torts, contracts, administrative law, family law,

employment law, and laws governing business, real and personal

property , and estates. This course is not intended to replace BUS

18A, 18B, or BUS 19 for business majorsor minors, or for business

certificate programs. (UC, CSU)

BUS9  Ethical Issuesin Business
Prereguisites: None.

Limitations on Enrollment: None.
Advisories. None.

This courseisastudy of the ethical issueswhich face businessesin
the United Statesand in theinternational marketplace. Emphasisis
placed upon applying ethics to current business problemsin areas
such as accounting, management, marketing, computer systems,
finance, and real estate. (CSU)

Units3

BUS 10A Bookkeeping Units3
Prerequisites: Reading level 11.

Corequisites: Reading level |1 with concurrent enrollment in read-
ing.

Limitations on Enrollment: None.

Advisories. None.

This course is an introductory study of bookkeeping procedures
relating to proprietorships. The student learns and applies proce-
duresfor the entire accounting cycleto both aservice and merchan-
dising firm. (CSU)

BUS 10B Bookkeeping Units 3
Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is a review and continuation of the study of accrual
accounting. The course includes notes and interest, depreciation,
merchandi seaccounting, inventory val uation methods, and account-
ing for partnerships and corporations. BUS 10B cannot be taken
after successful completion of Principlesof Accounting (BUS1A or
1B). (CSV)

BUS11 Income Tax Procedures Units3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to federal income tax laws and
regulations and their application. The course prepares students to
handle personal income tax returns. Completion of BUS 1A, BUS
10A, BUS 3 isrecommended. (CSU)

BUS13 Accounting on the Microcomputer ~ Units2

Prerequisites: BUS1A or 10Awith agradeof “ C” or better.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to integrate accounting principles with

computer software to allow studentsto experience amodern, com-

puterized integrated accounting system. No prior knowledge of

computers or computerized accounting is required of students.

Problemson sol e proprietorships, partnerships, corporation, service

and merchandising business, departmentalized and non-departmen-

talized business, voucher and non-voucher systems, fixed assets,

inventory, and payroll systems are presented. (CSU)

BUS14 Microcomputersand Units 3
Small Business Systems

Prerequisites: Reading level 1.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned tointroduce studentsto microcomputersand

thevariouspre-written application programsavailable. Itisintended

for the student with no prior exposure to microcomputers and isfor

the non-programmer. (CSU)

BUS15 Computer Spreadsheetsfor Units2
Accounting

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to enable students to use software spread-

sheet application programssuch asLOTUS 1-2-3tm, Excel, Quattro

Pro, or similar spreadsheet application programs on personal com-

puters to solve accounting application problems such as payroall,




102 ---m=s=mmsmmmemeeememe e eeeeeee SIDC Catalog 99-00 SECTION |11, Description of Courses

purchases, receivabl es, payables, worksheets, financial statements,
and supplemental reports. Studentsbuild aworksheet from scratch,
learn basic spreadsheet functions and formulas, create charts and
graphs, and work with databases. (CSU)

BUS 17A Beginning Business Communication Units3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseis a study of the communication principles and proce-
dures for effective business writing, speaking, and listening. Em-
phasisison composition of business messagesin theform of |etters
and memoranda. (CSU)

BUS17B Advanced Business Communication Units3
Prerequisites: BUS17A.

Limitations on Enrollment: None.

Advisories: None.

This courseis a study of the communication principles and proce-
dures for effective business writing, speaking, and listening. Em-
phasisison composition of business messagesin the form of |etters
and memoranda. Additiona emphasis is on skills necessary to
communicate using new technology and international and multi-
cultural communication. (CSU)

BUS 18A BusinessLaw
Prerequisites: Reading level 11.
Limitations on Enrollment: None.
Advisories: None.
Thiscourseisabasic coursein law and itsrelationship to business.
Topics include a study of concepts and cases involving the legal
system, dispute resolution, torts, contracts, and other areas of
commercia law. (UC, CSU)

Units3

BUS 18B BusinessLaw
Prerequisites: None.
Limitations on Enrollment: None.
Advisories. None.
Thiscourseisacontinuation of thestudy of legal principlesaffecting
businesswith emphasi supon partnerships, corporations, sales, com-
mercial paper, creditors rights, bankruptcy, insurance, real and
personal property, estates and trusts, consumer protection, and
international law. (UC, CSU)

Units3

BUS19 Legal Environment of Business Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is abasic course of the laws and regulations affecting
managerial decisionsin business. Thefocusisupon legal concepts
and case analysis in the areas of ethics, employment, consumer
transactions, competition, theenvironment, businesstortsand crimes,
contracts, and agency and businessorganizations. (CSU, CAN BUS
12)

BUS20 Introduction to Business Units 3
Prerequisites: Reading level 11.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to build an understanding of the market
economy, the business environment, other economic systems, and
the organization, management, and operation of business enter-
prises. It includes such topics as understanding the economy, how
businessesareformed and managed, humanrel ations, producing and

marketing aproduct or service, thefinancial marketsand securities,
governmental rel ationships, understanding thefinancial media, etc.
The course is afoundation for all business students. (UC, CSU)

BUS21 Marketing
Prereguisites: None.

Limitations on Enrollment: None.
Advisories: None.
Thiscourseisan introduction to thefield of marketing. It provides
a background for more specialized study in fields of advertising,
selling, and retailing. Topics covered are: the market structure,
marketinginstitutions, marketing costs, consumer motivation, chan-
nels of distribution, buying, selling and packaging, pricing, and
government relationships. (CSU)

Units3

BUS22 Professional Selling Units 3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroductory coursein salesdesigned to develop a
professional attitude toward selling and a better understanding of
self; tolearnhow to sell self beforesellingaproduct, service, or ideg;
tolearntheprinciplesand rulesof persuasion; to beginto understand
customersand their actions; and to devel op thetechniquesof selling
and persuasion. The course coversboth retail and direct selling. It
isarecommended el ective coursefor anyone desiringimprovement
in persuasive skills. (CSU)

BUS23 Advertising
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is an introduction to advertising principles and tech-
niques. It includes advertising agencies; preparation of adsinclud-
ing copywriting, illustrations, and layout; media selection; and
budgeting for advertising. Through critiques of ads, studentslearn
the psychology and persuasiveness of advertising. (CSU)

Units 3

BUS?24 Retail Management
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This courseis an introduction to retailing covering a study of store
location; building and fixtures; store organization; retail selling and
increasing sales through promotion and advertising; buying and
merchandising planning; receiving and marketing merchandise;
pricing for profit; and accounting and control in the store. (CSU)

Units3

BUS26 Economics of Business Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisabasi candintroductory courseineconomicsdesigned
for thelayperson and associate degree student. Thecourseincludes
astudy of the American economic system, other systems, resource
allocation, factors of production, competition, labor, government
and economic policy, the private sector, monetary policy, inflation,
and supply and demand. (UC, CSU)
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BUS 27 Financial Planning and Investments Units3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroduction to financial planning and investments
including a survey of the various investment media available, both
for individuals and for businesses. The course includes basic
investment concepts and theory, fundamental analysis, and the
securities markets. (CSU)

BUS30 Supervision and Human Relations  Units3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to emphasize the understanding of the
individual withinan organizational framework. Theareasof human
perception, communication, motivation, leadership techniques,
management styles, work planning, and performance appraisal are
included. Thecourseisof interest for studentsaspiring to positions
requiring aleadership or management roles. (CSU)
BUS31 Introduction to Management Units 3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroductionto the principles of good management
and the effective utilization of human and material resources to
achievethe objectives of an enterprise. The course emphasizes not
only the planning, organizing, staffing, directing, and controlling
functionsof management, but alsoincludessuch factorsaseffective
communications and relationships, motivation, and managing for
change. BUS 20 isrecommended. (CSU)
BUS36 Human Resources M anagement Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an in-depth exploration of responsibilities and prac-
ticesinvolved in recruiting, selecting, inducting, advancing, termi-
nating, and retiring employees. Both describing jobs and defining
job qualifications and stressing human behavioral factorsinvolved
in business and industry are considered. (CSU)
BUS38 Selected Topics. Business Units0.5-2
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to offer instruction in one of the specialized
areas of business not already covered by existing curricula. (CSU)
BUS40 Real EstatePrinciples Units3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisan introduction to principles of Californiareal estate
including an introduction to property rights, legal descriptions,
encumbrances, agency, contracts, transfers, finance, lenders, ap-
praisal, escrow, government’s role and regulations, taxation, and
licensing requirements. The courseisdesigned to meet the needs of
both the general student and those desiring employment in thefield

or related areas, and it fulfillsarequirement for statelicensureasa
salesperson, broker, or real-estate appraiser. (CSU)

BUS41 Real Estate Practice
Prerequisites: None.

Limitations on Enrollment: None.
Advisories. None.

This course is designed to cover practices and techniques of real
estate brokers and salespersons. Topics included are developing a
market analysis, listing and property sale procedures, financing,
closing costs, escrow routine, advertising, managing thereal estate
office, public relations, and professional ethics. Thiscoursefulfills
arequirement for state licensure as a salesperson or broker. (CSU)

Units3

BUS42 Real Estate Finance
Prereguisites: None.

Limitations on Enrollment: None.
Advisories: None.
Thiscourseisdesigned to assist personsin the banking, savingsand
loan, real estate, and legal fields to better understand and apply
current practices and legislation when dealing with real property
transactions. Thiscoursefulfillsarequirement for statelicensureas
a salesperson or broker. (CSU)

Units3

BUS43 Legal Aspectsof Real Estate Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This courseisan introduction to Californiareal estate law. Topics
covered include contracts, land titles, agency, acquisition and con-
veyance, security devices, liens, financing, forecl osure, land useand
regulation, probate, and owner-tenant issues. This coursefulfillsa
reguirement for statelicensing asareal estate salesperson or broker.
(CsV)

BUS44 Real Estate Appraisal Units 3
Prerequisites: None.

Limitation on Enroliment: None.

Advisories: BUS40.

Thiscourseisan introduction to the principles and methods used in
appraisal of real property. It is a practical guide for brokers,
salespeople, appraisal trainees, investors, and consumers. Appraisal
techniques such as statistical analysisand income capitalization are
introduced. Thiscoursefulfillsareguirement for statelicensure as
a salesperson, broker, or area estate appraiser. (CSU)

BUS45 Real Estate Economics
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is a presentation of economic principlesrelated to real
estate markets and land use. Topics included are factors that
influence prices, money and credit, land use planning and controls,
impact of taxation, regional and community development, and
required government reports. This coursefulfillsarequirement for
state licensurein real estate sales or brokerage. (CSU)

Units3
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BUS46 Property Management Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisabasic but comprehensive coursein management and
operation of incomepropertiessuchasaresidential, office, shopping
center, and condominium. The courseincludesthe background and
fundamentals of the investment, property selection and evaluation,
lease performance objectives, maintenance, administration and
management, Californialandlordtenant law, therol eof themanager
and property management as a profession, and owner tenant rela-
tions. This course fulfills a requirement for state licensure as a
salesperson, broker, or real estate appraiser. (CSU)

BUS50H  Special Studies. Business Units 1-2

Prerequisites: Completion of an introduction or survey course with

gradeof ‘B’ or better and presentation of a project acceptable to the

instructor and division chair.

Limitations on Enrollment: None.

Advisories. None.

This courseisopen for studentsto do advanced work in the field of

business or business information management. The course may

include research, directed reading, field work, or other advanced

study, and the course may be repeated for amaximum of four units.

(Csv)

BUS50l Special Studies: International Units0.5-4
Business

Prerequisites: Completion of BUS54 or BUS55withagradeof“ C”

or better; and presentation of a proposal for a project acceptable to

the instructor and division chairperson.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to offer students the opportunity to do

research, directed reading, field work, or other advanced study.

Specia Studiesisacourseopento studentsqualified to do advanced

work inthefield of international business. Thiscoursemay betaken

or repeated for amaximum total of 4 units. (CSU)

BUS50J Special Sudies. Advertising Units0.5-4
Prerequisites: Completion of BUS22 or BUS23withagradeof“ C’
or better; and presentation of a proposal for a project acceptable to
the instructor and division chairperson.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to offer students the opportunity to do
research, directed reading, field work, or other advanced study.
Specia Studiesisacourseopento studentsqualified to do advanced
workinthefield of advertising. Thiscoursemay betaken or repeated
for amaximum total of 4 units. (CSU)

BUS 50K Special Studies: Management Units0.5-4
Prerequisites: Completion of BUS 30, BUS 31, BUS 32, BUS 34A,
BUS 34B, BUS 36, or BUS 60 with a grade of “B” or better; and
presentation of a proposal for a project acceptable to the instructor
and division chairperson.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to offer students the opportunity to do
research, directed reading, field work, or other advanced study.
Specia Studiesisacourseopento studentsqualified to do advanced

work in the field of management. This course may be taken or

repeated for amaximum total of 4 units. (CSU)

BUSS50L Special Sudies: Legal Aspects  Units0.5-4
of Business

Prerequisites: Completion of BUS 30, BUS 31, BUS 32, BUS 34A,

BUS 34B, BUS 36, or BUS 60 with a grade of ‘B* or better; and

presentation of a proposal for a project acceptable to the instructor

and division chairperson.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to offer students the opportunity to do

research, directed reading, field work, or other advanced study.

Specia Studiesisacourseopento studentsqualified to do advanced

work in the field of management. This course may be taken or

repeated for amaximum total of 4 units. (CSU)

BUS50M  Special Studies: Marketing Units0.5-4
Prerequisites: Completion of BUS 21, BUS 22, or BUS 24 with a
gradeof “ C" or better; and presentation of a proposal for a project
acceptable to the instructor and division chairperson.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to offer students the opportunity to do
research, directed reading, field work, or other advanced study.
Specia Studiesisacourseopento studentsqualified to do advanced
work inthefield of marketing. Thiscourse may betaken or repeated
for amaximum total of 4 units. (CSU)

BUSS51 Introduction to Transportation Units1.5
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is an introduction to the field of transportation. The
course includes the role and regulation of domestic transportation,
basicmodesof transportation, governmental influenceson transpor-
tation, traffic management and control decisions, and intrastate
transportation considerations. (CSU)

BUS54 Introduction to International Law  Units3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroduction to thelegal aspectsand ramifications
of international trade. Topics include multinational enterprises,
sovereignty, technol ogy transfer, arbitration, negotiation, and diplo-
macy. (CSU)

BUS55 Introduction to International Business Units3
Prerequisites: BUS20 is recommended but not required.
Limitations on Enrollment: None.

Advisories. None.

This course is acomprehensive overview of international business
designed to provide a globa perspective on international trade
including foreign investments, impact of financial markets, interna-
tional marketing, and the operation of multinational companies.
(Csv)
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BUS56 Transportation: Export and Import  Units3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is a study of freight forwarding involving export and

import of goods across national boundaries. This course includes

government regulation, terminal and port charges, required docu-

ments, insurance, banking, customs, procedures, marketing, and

cultural influences. (CSU)

BUS57 Physical Distribution Units 3
and Warehouse M anagement

Prerequisites: BUS51.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisastudy of physical distribution of goods, warehousing,

and management. The course includes types of available systems

and advances through modern technology and interaction with

present and future modes of transport and warehousing concepts.

(CsV)

BUS58 Transportation of Hazardous Units 3
Materials

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to give persons aworking knowledge of the

rules and regulations for shipping hazardous material by rail, air,

highway, water, andinternational requirementsfor safeshipment. In

addition, students gain aworking knowledge of the inspection and

quality control proceduresfor packaging, marking, labeling, certifi-

cationloading, blocking, and bracing of hazardousmaterials. (CSU)

BUS60 Small Business Management Units 3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is a practical guideline for owners and prospective

owners of a small business enterprise. The course includes basic

business principles, practices, procedures, and methods that can be

used to effectively operate abusiness. Some of the topicsincluded

aremanagement techniques, forming the business, the strengthsand

weaknesses of a small business, financing a business, inventory

control, the legal structure, organizing and staffing, etc. (CSU)

BUS61 Principlesand Operations Units3
of Financial I nstitutions

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseis a study of the principles and operations of financial

ingtitutionssuch asbanks, savingsand|oans, credit unions, and thrift

organizations. It includes the study of the operations, procedures,

and functions of financial institutions, the Federal Reserve System,

current banking legislation, bank transactions and services, legal

considerations, and government controls. Thefinancial systems of

the Unites States are the primary emphasis of the course. (CSU)

BUS63 Analysisof Financial Statements Units 3

Prereguisites: BUS10A or BUS 1A

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to understanding, interpreting, and

analyzingfinancial statements. Includedisthestudy and analysisof

balance sheets, earnings statements, capital statements, various

other commonly used reports, why and how analysisisimportant,

the methods and goals of analysis, the tools of analysis, and the

projections and relationships of various types of data. (CSU)

BUS65A Introduction to Personal L oans Units 1

Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the fundamentals of personal

lending and borrowing. Topics covered include loan applications,

loan interviews, investigation and the loan approval process, loan

risk analysis, rate structuring, and loan financing, servicing, and

collection. The courseisdesigned to assist employees of financia

ingtitutions aswell asindividual consumers. (CSU)

BUS 65B Introduction to Business L oans Units 1

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the fundamentals of business

lending and borrowing. Topics covered include the role of the

lending officer, types of loans, loan structuring, loan processing,

loan and portfolio management, availability and cost of funds,

regulations, and the legal environment. It is designed to assist

employeesof financial institutionsaswell asindividual consumers.

(CsV)

BUS67 Introduction to Personal Finance Units3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to planning and managing personal

finances. Anemphasison applying theoriesto real world situations

such asfinancial statements, money management and tax strategies,

sources of credit and banking services, consumer purchasing strat-

egies, risk and insurance analysis, health care and disability consid-

erations, investment instruments and alternatives, and retirement

and estate planning. (CSU)

BUS 69V Internship: Businessand Units 1-8
Accounting

Prerequisites: None.

Limitations on Enroliment:  The student must enroll in a course that

is directly related to the business and accounting internship. The

student must enroll in a minimum of 7 units during the semester in-

cluding internship units. For summer session, the student must enroll

in one related course in addition to internship. The combined total

number of units a student may take in internship, work experience,

and occupational practice may not exceed a maximum of 16 units.

Participation requires submission and approval of internship pro-
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gram objectives and an employer internship agreement.

Advisories: GUID 30, 31, 32, 33.

Thiscourseisdesigned for students participating in an occupational
internship in business and accounting. Application of discipline-
related skillsand knowledge of Secretaries Commission onAchiev-
ing Necessary Skills (SCANS) competenciesis emphasized. Each
student is engaged in a specific research project or on-the-job
learning activitiesunder the supervision of aworksitesupervisor and
acollege internship instructor. (CSU)
BUS70 Payroll Accounting Units2
Prerequisites: None.

Limitation on Enroliment: None.

Advisories. None.

This course is an introductory study of payroll accounting. The
personnel and payroll records provide information required under
the numerous laws affecting the operations of a payroll system.
There is an emphasis on the payroll-record life of each employee
fromtheinitial applicationfor employment to theapplicationfor the
first social security benefit check.

BUS71 Computerized Payroll Accounting  Units1
Prereguisites: BUS70.

Limitations on Enrollment: None.

Advisories: Working knowledge of Windows.

This course is designed as an introductory study of computerized
payroll accounting procedures. The student learnsto work through
acomputerized payroll accounting practice set using software simi-
lar to Peachtree Accounting for Windows.

BUS72 QuickBooks
Prerequisites: BUS10A or BUS1A.
Limitations on Enrollment: None.
Advisories. None.
Thiscourseisdesigned asan introduction to computerized account-
ing using QuickBooks. The course provides an overview of the
softwarefor basic doubleentry accounting. Thestudent learnsto set
up acompany on QuickBooks, recording transactions (journalizing
and posting), managing accounts receivables and payables, paying
billsusing QuickBookschecks, payroll procedures, statement prepa-
ration, and graphing data.

Units 1.5

BUS 73A Leadership for Supervisors Units 1
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseisaconcentrated coursein first-line management. Itis
designed especially for managers and supervisors. It stresses the
basics of motivating employees, the role of the supervisor, the
supervisor as a leader, training, communicating, and resolving
conflict.

BUS 73B Recruiting and Selecting Employees Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is a course in the basic elements of recruiting and
selecting employees. Itisdesigned to meet the needs of ownersand
managers. Emphasis is on basic policies and practices, effective
procedures, and current legislation.

BUS 73C Decision Making for Supervisors Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroductionto the processof decision-making and
objective-setting for managers. It is designed to develop and
enhance decision-making skills with the goal of reducing risk and
improving performance and productivity. Topics covered include
defining and setting goals and objectives, effective time manage-
ment, problem and issue analysis, information evaluation, decision
making models, and outcome assessment.

BUS 73D Personnel Relationsin
TheWorkplace
Prereguisites: None.
Limitations on Enrollment: None.
Advisories: None.
This course is an introduction to the techniques used to improve
workplacerel ationshipsby devel oping and enhancing team building
and leadership skills. Topics covered include leadership versus
management, team building for performance, effective delegation
techniques, goal setting and achievement, conflict resolution, and
coaching and counseling.

Units1

BUS74 Introduction to Risk Units3
Management and Insurance

Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned asanintroductiontothebasic principlesand

terminology of insurance. The course includes: key definitions;

organizational and regulatory views of the insurance industry; the

meaning of homeowners’, automobile, commercia property, and

liability insurance policies; lifeand health insurance fundamentals;

and the role of government in providing insurance such as Socid

Security. (CSU)

BUS76 Selected Topics. Business Units0.5-2

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to offer instruction in one of the specialized

areas of business not already covered by existing curricula.

BUS 78 Introduction to Teller Training Units 1.5

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed as an introduction to teller training. The

course providestraining in the principles of banking and handling

money, customer relations and sal es techniques, different types of

accounts and financial services, processing currency transactions

and customer payments, balancing and finding errorsintheteller’s

cashdrawer, bank security systems, basi caccounting principles, and

job readiness skills.

BUS79 Electronic Banking: Quicken Units 1.5

Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is an introduction to computerized electronic banking

using Quicken or a similar software package. It provides an

overview of the softwarefor basic personal accounting and banking

purposes. Topicscoveredincludegainingfamiliarity withand using

online services through Quicken, using the financial network and

calendar, defining and tracking transactions, printing checks, bal-

ancing a checkbook, and creating and customizing reports.
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BUS81 CalifornialncomeTax Preparation Units1
Prereguisites: BUS 11 or concurrent enrollment in BUS 11.
Limitations on Enrollment: None.

Advisories: None.

This course is designed to train persons to properly complete
Californiaincome tax returns and to make them aware of the latest
tax laws. The course fulfills part of the requirement for the Tax
Preparation Certificate.

BUS82A Business Mathematics Units 2
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to alow studentsto work at their own pace.
Thecoursebeginswithacomprehensivereview of computationwith
whole numbers, fractions, decimals, and percents. Development of
these skills is followed by extensive material related to the math-
ematics of modern business.

BUS82B Business Mathematics Units 2
Prereguisites:  Successful completion of BUS 82A (or instructor’s
permission).

Limitations on Enrollment: None.

Advisories: None.

This course is a programmed, self-paced course of an intermediate
level of businessmathematics. Topicsincludesimple, ordinary, and
exact interest; negotiabl einstruments; discounting notes; annuities;
amortization; payrolls; taxes; and depreciation.
BUS82C Business Mathematics Units 2
Prerequisites: Successful completion of BUS 82B.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisaprogrammed, self-paced course at amore advanced
level of businessmathematics. The mathematics of accounting and
finance are presented in detail which includes cash and trade
discounts, determining a net income or aloss, financia statement
analysis, calculating markup, more detailed problems in taxes,
insurance, and security analysis.

BUS 85 Introduction to International Trade Units1.5
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisanintroductiontothestudy of international trade. The
course includes international trade resources, market research and
planning, negotiating with foreign businesses, export terms and
freight forwarding, export quotations, methods of payment and
financing, agents and distributors, and legal issues.
BUS91 Real EstateLicensePreparation Units1
Prerequisites: BUS40 or concurrent enrollment in BUS 40.
Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to provide areview of knowledge and skills
necessary to pass the California State real estate agent’s licensing
examination. Topicscoveredincludeinformation about obtaininga
real estate license, principles of real estate, test taking skills, and
sampletests. Unitsin thiscourse do not apply toward the associate
degree.

BUS94A  Small Business Start Up Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned especially for those personswanting to own
their own business. Course topics include, but not limited to
personal traitsfor success, the feasibility study, product or service,
marketing the product or service, accounting systems, business
financing, organizational, and legal structure. Some basic manage-
ment principles are included.

BUS94B Essential Topicsfor Small Business Units 1
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course isdesigned for persons who own their own business or
plan to become business owners. The coursetopicsinclude but are
not limited to location, layout, inventory control, crime prevention,
and franchising.

BUS94C TheNew Entrepreneur Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed for persons interested in developing a
business venture. Course topics include: basic management prin-
ciples, characteristics of an entrepreneur’s profile of changing
businesses, future products and services sources of capital, and a
venture feasibility plan.

BUS94D ThelLaw and The Small Business
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to describe and interpret the basic laws
governing business and commercial relationships relating to small
business. Course topics include legal information regarding sole
proprietorship, partnership, limited partnership, corporation, and
jointventure. Thecourseal soaddressescontracts, employment law,
copyrights, patents, trademarks, and other legal considerations.

Units1

BUS94E Marketing and Advertising Units 1
Strategiesfor Small Business

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesignedtoidentify ideas, methods, and techniquesto

market small businesseseffectively and successfully. Coursetopics

includeimage-building marketing strategies, publicrelations, direct

marketing, direct mail, low=cost advertising, media placement,

basic marketing plans, and advertising budgets.

BUS 94F Customer Service Strategies Units1

Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesignedtoteach businessownersinany industry how

to implement user-friendly and results-oriented customer service

systems. Course topics include how to satisfy customers, the

importance of customer service, how to measure customer satisfac-

tion in the use of questionnaires and surveys, and set up customer

service systems in your business. The course also focuses on

customer service as a marketing tool.
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BUS95A  Introduction to Bookkeeping Units1
and Accounting
Prerequisites: None.
Limitation on Enrolliment: None.
Advisories. None.
This course is designed as an introduction to bookkeeping and
accounting. Topics include organization of data, bookkeeping
techniques, meeting deadlines, internal control procedures, control
of cash, writing checks, reconciling bank accounts, receipts of cash
and checks, disbursementsof cash and checks, handling of accounts
receivable, handling of accounts payable, payroll reguirements,
taking an inventory, worksheets, financial statements, and ethics.
BUS9B  Salesand Marketing Units 1
Prerequisites: None.
Limitations on Enrollment: None.
Advisories. None.
Thiscourseisdesignedto bean entry level coursefor those students
seeking acareer as a salesymarketing representative. Coursetopics
include career opportunities in sales and marketing by acquiring
product information, developing product selling strategies, under-
standing buyer behavior, developing a prospect base, preparing the
sales demonstration, closing, and confirming the sale. The course
also focuses on job search and preparing for the job interview.
BUS95C Retailing Units1
Prerequisites: None.
Limitations on Enrollment: None.
Advisories. None.
Thiscourseisdesigned to bean entry level coursefor those students
seeking a career in retail sales. Course topics include career
opportunitiesin retail sales, customer service techniques, merchan-
dising and inventory control, using the cash register/calculator,
telephone etiquette, and basic sales techniques. The course also
focuses on job search, and preparing for the job interview.
BUS98V  Work Experience: Units 1-8
Business and Accounting
Prerequisites: None.
Limitations on Enroliment:  The student must enroll in a course that
isdirectly related to the business or accounting work experience. The
student must enroll in a minimum of 7 units during the semester in-
cluding work experience units. For summer session, the student must
enroll in onerelated coursein addition to work experience. Thecom-
bined total number of units a student may take in internship, work
experience, and occupational practice may not exceed a maximum  of
16 units. Participation requires submission and approval of work

experience programobjectivesand an employer work experienceagree-
ment.

Advisories: GUID 30, 31, 32, 33.

This course is designed for students employed in business or
accounting. The course objectives are devel oped by the studentsin
consultationwiththeir supervisor. Studentsareengagedinaspecific
research project or on-the-job learning activities under the supervi-
sion of aworksite supervisor and acollegework experienceinstruc-
tor. To register, complete an application form available at the
Applied Science and Technology Division office, Holt 140.

BUSINESS INFORMATION
MANAGEMENT

BIM 1A Beginning Keyboarding
Prereguisites: None.

Limitations on Enrollment: None.
Advisories: None.
Thiscourseisanintroduction to touch keyboarding, touch typewrit-
ing skillsfor a phabetic, numeric, symbol keys, and theten-key pad.
Studentslearn required theory and skillsfor formatting using word
processing software on a personal computer; center text vertically
and horizontally, proofread and correct errors, and set margins.
(CsV)

Units 1.5

BIM 1B Exploring Word Processing Units 1.5

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroductiontotheuseof word processing software

on apersonal computer to completeterm papers, | etters, tables, and

outlines. Further development of previously learned keyboarding

skills using the touch method isincluded. (CSU)

BIM 2  Intermediate Keyboarding Units3.5

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to provideinstruction in producing business

documentsin avariety of formats using word processing software.

Studentslearn to keyboard, store, revise, and print business letters,

memoranda, envelopes, reports, tables, job application documents,

forms, and numerous other administrative documents. (CSU)

BIM 7A Beginning Word Processing: Units3
Conceptsand Applications

Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to introduce basi ¢ concepts and operation of

word processing softwarefor producing documentsfoundintypical

business offices. Thefollowing specialized instruction onthebasic

concepts of word processing is emphasized: Theory and skills

necessary to create, save, retrieve, edit, and print documents; how to
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use electronic writing tools such as the spelling and grammar

checker and the thesaurus; how to change defaults for characters,

lines, and paragraphs; and how to create headers, footers, footnotes,

endnotes, envelopes, labels, and automatic page numbers. (CSU)

BIM 23A  Beginning Desktop Publishing, Units2

Using PageM aker

Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesignedto provideinformationand hands-ontraining

in using state-of-the-art microcomputers, laser printers, and

Pagemaker software. The student learnsto produce camera-ready,

near-typeset quality reports, newdetters, business forms, and pre-

sentations. Knowledge of word processing and PC-DOS isrecom-

mended. (CSU)

BIM 23M  Beginning Desktop Publishing, Units2

Using PageM aker

Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to provide students with information on the

concepts, structures, and processesaswell astrainingin using state-

of-the art microcomputers, laser printers, color printers, scanners,

and PageMaker software on Macintosh computers. The student

learns to design, produce, and integrate text and graphics into

camera-ready, near-typeset quality reports, newdetters, business

forms, proposals, and presentations. An equivalent personal com-

puter (PC) courseisoffered. No morethan two unitsmay be earned

by taking either course. (CSU)

BIM 23P Beginning Desktop Publishing, Units2
Using PageM aker

Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to provide students with information on the

concepts, structures, and processesaswell astrainingin using state-

of-the art microcomputers, laser printers, color printers, scanners,

and PageM aker software on personal computers (PC). The student

learns to design, produce, and integrate text and graphics into

camera-ready, near-typeset quality reports, newdetters, business

forms, proposals, and presentations. An eguivalent Macintosh

computer courseisoffered. No morethan two units may be earned

by taking either course. (CSU)

BIM 31 Electronic Calculation
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.
Thiscourseisdesigned to emphasi ze use of businessmathematicsin
solving clerical and accounting problems, electronic display and
printing calculator skills such as constant key, singular and double
memory, accumul ative memory, special functionkeysfor fractions,
discounting, present val ue, merchandising, invoicing, payroll records
and proration, real estate, depreciation and insurance, basicbusiness
and financial statistics, accounting analysis, and metric conversion.

Units3

Students receive training, practice, and achieve proficiency by
operating various brands of electronic display and printing cal cula-
tors. BIM 31 cannot be taken after successful completion of BIM
32A or 32B or 32C. (CSV)

BIM 32A  Beginning Office Calculation Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to emphasize basic operation of electronic
calculators using business mathematical concepts common in busi-
ness. The student receivesindividualized training and practicein
ten-key touch operation and skill devel opment, multiplication, divi-
sion, constants, multiple, sequential, and businesscalculations. This
isan open-entry, open-exit course. BIM 32A cannot be taken after
successful completion of BIM 31 (Electronic Cal cul ation) because
itisapart of the BIM 31 curriculum. (CSU)

BIM 32B  Intermediate Office Calculation
Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisarefinement inintroductory el ectronic display calcu-
lator skills. The course includes topics such as fractions, percent-
ages, interest, discounts, annuities, merchandising, and invoicing,
use of constant key, memory, and special function keys. BIM 32B
cannot be taken after successful completion of BIM 31 (Electronic
Calculation) becauseit isapart of the BIM 31 curriculum. Thisis
an open-entry, open-exit course. (CSU)

Units1

BIM 32C Advanced Office Calculation
Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is a further refinement of electronic display/printing
calculator skillsusing constant key, single/doublememory, accumu-
lative memory, special function keys required for payroll records
and proration, real estate, depreciation and insurance, basic business
and financial statistics, accounting analysis, and metric conversion.
This course includes topics such as payroll records, proration of
expenses, real estate taxes, depreciation, insurance premiums, busi-
nessanalysis, and themetric system. BIM 32C cannot betaken after
succesfful completion of BIM 31 (Electronic Calculation). Thisis
an open-entry, open-exit class. (CSU)

Units1

BIM 38 Office Technologies Units3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to prepare studentsto work inthe electronic
office of today. Emphasis is placed on the basic areas of office
support to include machine transcription, reprographics, telecom-
muni cations, incoming and outgoing mail, customer service, meet-
ingsand conferences, and travel arrangements. Time management,
communication, office ethics, and job preparation are topics in-
cluded to support the study of office technology. (CSU)
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BIM 39 Office Management Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the field of office administration.
The course covers such topics as the functions of management,
automation and word processingintheoffice, planning and organi z-
ing office operations, leadership and human relations, office sys-
tems, staffing, budgeting, and control. (CSU)
BIM 42 Records Management and Filing Units 3
Prerequisites: Reading level 11.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to build an understanding of the basic
principlesand proceduresfor manual and el ectronic recordsstorage
and control. Specific rulesfor alphabetic indexing are studied and
then applied to alphabetic, geographic, subject, and numeric meth-
odsof records storage. Management aspects of records control and
evaluating records storage practicesareincluded. A databasefiling
program on personal computers to enhance the manual records
control tasks is studied. This automated procedure provides the
ability tocreate, store, manipul ate, and createreportsfromelectronic
datafiles. (CSU)

BIM 50 Machine Transcription Units2
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned toimprove aperson’ slanguage skillsand to
train for production of mailable typewritten business and medical
communications and documentsdirectly from recorded dictation at
an employablerate. (CSU)

BIM 51A Introductory Shorthand Units2
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the study of Gregg Shorthand.
Studentsareintroduced to shorthand outlines, brief forms, phrasing,
notetaking from dictation, and transcription from shorthand notesto
adocument. (CSU)

BIM 51B Introductory Shorthand Units2
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisacontinuation of BIM 51A. Students are introduced
to additional shorthand outlines, brief forms, and phrasing. Short-
hand notetaking from dictation and transcription from shorthand
notes to documents are developed further. (CSU)

BIM 51C Intermediate Shorthand
Prereguisites: None.

Limitations on Enrollment: None.
Advisories: None.

Thiscourseisspecifically designedfor studentswho havecompl eted
asequence of coursesfor shorthand in any of the different seriesor
have had basic shorthand courses equivalent to BIM 51A and 51B.
Students review shorthand outlines, brief forms, and phrasing.
Shorthand notetaking from dictation and transcription from short-
hand notes to mailable documents are developed further. (CSU)

Units2

BIM 51D Advanced Shorthand
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is a continuation of the study of shorthand. It is
specifically designed for the student who has compl eted a sequence
of coursesin shorthand in any of the standard shorthand series. By
using the shorthand theory previously |earned, students concentrate
on developing transcription and mailable copy skills through con-
tinuous dictation, transcription skill development, and practice.
Gregg Shorthand or asimilar method isused. (CSU)

Units2

BIM 69V  Internship: Business Units 1-8
Information Management

Prerequisites: None.

Limitations on Enroliment: The student must enroll in a course that

is directly related to the business information management intern-

ship. The student must enroll in a minimum of 7 units during the

semester including internship units. For summer session, the student

must enroll in one related coursein addition to internship. The com-

bined total number of units a student may take in internship, work

experience, and occupational practice may not exceed a maximum of

16 units. Participation requires submission and approval of intern-

ship program objectives and an employer internship agreement.

Advisories: GUID 30, 31, 32, 33.

Thiscourseisdesigned for students participating in an occupational

internship in business information management. Application of

discipline-related skills and knowledge of Secretaries Commission

on Achieving Necessary Skills (SCANS) competencies is empha-

sized. Each student is engaged in a specific research project or on-

the-job learning activities under the supervision of a worksite

supervisor and a college internship instructor. (CSU)

BIM 70A  Beginning Keyboar ding for Units 1.5
Speed and Accuracy

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to devel op keyboarding skills necessary for

students to increase speed and decrease errors to meet course

prerequisites, job requirements, or persona goals. Ability to use

correct fingering onthekeyboard and key with eyeson copy between

25 and 37 gross words per minute on afive-minute timed writing is

required. Units earned in this course do not apply toward the

associate degree.

BIM 70B Intermediate K eyboarding Units 1.5
for Speed and Accuracy

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to develop keyboarding skills necessary for

students to increase their typing speed and decrease errors to meet

course prerequisites, job requirements, or personal goals. Ability to

use correct fingering on the keyboard and key with eyes on copy

between 36 and 50 gross words per minute in a five-minute timed

writingisrequired. Unitsearned in this course do not apply toward

the associate degree.
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BIM 70C  Advanced Keyboarding Units 1.5
for Speed and Accuracy

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to develop keyboarding skills necessary for

students to increase their typing speed and decrease errors to meet

course prerequisites, job requirements, or personal goals. Ability to

use correct fingering on the keyboard and key with eyes on copy at

least 51 gross words per minute in a five-minute timed writing is

required. Units earned in this course do not apply toward the

associate degree.

BIM 72  Speedwriting Shorthand
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: Successful completion of BIM 1A or the ability to key-
board by touch is recommended.

Thiscourseisdesigned asanintroductiontothestudy of Speedwriting
Shorthand. Students are introduced to the principles and theory of
Speedwriting Shorthand based on the alphabet applied to words
commonly usedin businessby sounds, brief forms, phrasing, taking
dictation, building speed, and transcribing dictation to documents
using a computer or typewriter. Units earned in this course do not
apply toward an associate degree.

Units 2

BIM 76 Selected Topics. Business Units0.5-2
Information Management

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to offer instruction in one of the specialized

areas of business information management not already covered by

existing curricula.

BIM 77 Selected Topics. Business Units0.5-2
Information Management

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course isdesigned to offer laboratory instruction in one of the

specialized areas of business information management not already

covered by existing curriculum. Students must be enrolled concur-

rently in BIM 76.

BIM 85A Adapted Keyboarding Units1

Prerequisites: Eligibility for Disabled Sudent Services.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisan entry-level coursein adaptive computer keyboard-

ing. Thecoursefocusesondevel oping familiarity withthekeyboard

using available adaptive computer technology for students with

physical, communication, and learning disabilities. Keyboarding

and touch typing skillsfor a phabetic, numeric, and symbol keysare

taught at introductory level.

BIM 85B Adapted Keyboarding Units1

Prerequisites: Eligibility for Disabled Sudent Services; Creditin BIM
85A or keyboard by touch is required.

Limitations on Enrollment: None.

Advisories: None.

This course focuses on expanding and refining keyboard skills for
students with physical, communication, and learning disabilities
using adaptive computer technology.

BIM 95A  OfficeFiling
Prerequisites: None.

Limitations on Enrollment: None.
Advisories. None.
Thiscourseisdesigned to provideinformation and practice on how
to managerecordsthroughtheir entirelifecycle using rulescompat-
ible with the Association of Records

Managers and Administrators. Students use a simulation to manu-
ally file records with alphabetic, numeric, subject, and geographic
procedures. Records retention, transfer, and disposition processes
are applied.

Units1

BIM 95B  Electronic Filing
Prerequisites: None.

Limitations on Enrollment: None.
Advisories. None.

This course is designed to provide information on the methods of
defining databases and creating tables. Students learn to add,
modify, sort, query, and print records using acommercial database
software program.

Units1

BIM 95C  Electronic Data Entry
and Calculation

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to introduce basic operation of computer

calcul ator software programsusi ng mathematical conceptscommon

in business. Studentslearn the computer ten-key pad by touch and

common cal cul ator featuresemphasi zing the use of computer cal cu-

lator software programs to solve everyday business problems.

Units1

BIM 95D Proofreading Techniques Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to enable students to proofread and edit a
variety of businessdocuments. Studentslearntoidentify and correct
errors in mechanics, keyboarding, and formatting errors generally
found in written business communication.

BIM 95E Telephone Techniques
Prereguisites: None.

Limitations on Enrollment: None.
Advisories. None.

This course is designed to enable students to communicate effec-
tively onthetelephone, handleincoming calls, make outgoing calls,
handle special calls, and use telephone messaging systems profes-
sionally.

Units1

BIM 95F OfficeFundamentals
Prereguisites: None.
Limitation on Enrollment: None.

Units1
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Advisories: None.

Thiscourseisdesigned to prepare studentsto work inthe electronic
office of today. Emphasisis placed on the basic areas of office
support to include reprographics, telecommunications, mail proce-
dures, and calendaring.

BIM 95G Transcription Techniques Units1
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to introduce basi ¢ concepts and operation of
transcription equipment and word processing software to produce
mailable business correspondence used in business offices today.
Students complete transcription practice to develop good listening
techniques, proofreading, word usage, and communication skills
needed in successful transcription of business documents.

CAMBODIAN

CAM 1 Elementary Cambodian
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is an introduction to the Cambodian language and
Cambodian cultures. Emphasisis placed on the following skillsin
the order given: listening, speaking, reading, and writing. (UC,
C3V)

Units5

CAM 2 Elementary Cambodian Units5

Prereguisites: Successful completion of CAM 1 or 52.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the Cambodian language and

Cambodian cultures. Emphasisis placed on the following skillsin

the order given: listening, speaking, reading, and writing. (UC,

C3V)

CAM 3 Intermediate Cambodian Units5

Prerequisites: Successful completion of CAM 2 or 54.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to offer continued study of the Cambodian

language and Cambodian cultures. Effortsto improve reading and

composition skills are based on both contemporary and traditional

selections. (UC, CSU)

CAM 4 Intermediate Cambodian Units5

Prerequisites: Successful completion of CAM 3.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to offer continued study of the Cambodian

language and Cambodian cultures. Effortsto improve reading and

composition skills are based on both contemporary and traditional

selection. (UC, CSU)

CAM 36A Introductory Cambodian Units2
Conversation

Prereguisites: Successful completion of CAM 1 or 51.

Limitations on Enrollment: None,

Advisories: None.

This course is designed to strengthen fundamental communication

patterns based on typical daily situations. (CSU)

CAM 36B Beginning Cambodian Units2
Conversation

Prerequisites: Successful completion of CAM 2 or 53.

Limitations on Enrollment: None.

Advisories: None.

This courseis designed to achieve conversational ability based on

typical daily situations. (CSU)

CAM 38A Special Assignment: Listening Units2
Prerequisites: Concurrent enrollment in or completion of CAM 1 or
51.

Limitations on Enrollment: None.

Advisories. None.

Thisisaskill-building course with an emphasis on listening. The
courseisdesigned to meet the special needsof students. Thecourse
is offered for individual or group study. (CSU)

CAM 38B Special Assignment: Pronunciation Units2
Prerequisites: Concurrent enrollment in or completion of CAM 1 or
51.

Limitations on Enrollment: None.

Advisories. None.

This courseis askill-building course with an emphasis on pronun-
ciation. Thecourseisdesignedto meet thespecial needsof students.
The course is offered for individual or group study. (CSU)

CAM 38C Special Assignment: Reading Units2
Prerequisites: Concurrent enrollment in or completion of CAM 1 or
CAM 51.

Limitations on Enrollment: None.

Advisories: None.

Thisis a skill-building course with an emphasis on reading. The
courseisdesigned to meet the special needsof students. Thecourse
is offered for individual or group study. (CSU)

CAM 38D Special Assignment: Writing Units2
Prerequisites: Concurrent enrollment in or completion of CAM 1 or
51.

Limitations on Enrollment: None.

Advisories: None.

This is a skill-building course with an emphasis on writing. The
courseisdesigned to meet the special needsof students. Thecourse
is offered for individual or group study. (CSU)
CAM 51 Elementary Cambodian Units2.5
Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is an introduction to the Cambodian language and
Cambodian culture. Emphasisisplaced onthefollowingskillsinthe
order given: listening, speaking, reading, and writing. The com-
bined five unitsof CAM 51 and CAM 52 are equivaent to CAM 1.
(UC, CsU)

CAM 52 Elementary Cambodian Units2.5
Prerequisites: Successful completion of CAM 51. Limitaion on En-
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rollment: None.

Advisories. None.

This course is an introduction to the Cambodian language and
Cambodian culture. Emphasisisplaced onthefollowingskillsinthe
order given: listening, speaking, reading, and writing. The com-
bined five units of CAM 51 and 52 are equivalent to
CAM 1. (UC, CSU)

CAM 53 Elementary Cambodian Units2.5
Prerequisites: Successful completion of CAM 1 or 52.

Limitation on Enroliment: None.

Advisories. None.

This course is an introduction to the Cambodian language and
Cambodian culture. Emphasisisplaced onthefollowingskillsinthe
order given: listening, speaking, reading, and writing. The com-
bined five units of CAM 53 and 54 are equivalent to CAM 2. (UC,
C3V)

CAM 54 Elementary Cambodian Units2.5
Prerequisites: Successful completion of CAM 53.

Limitation on Enroliment: None.

Advisories. None.

This course is an introduction to the Cambodian language and
Cambodian culture. Emphasisisplaced onthefollowingskillsinthe
order given: listening, speaking, reading, and writing. The com-
bined five units of CAM 53 and 54 are equivalent to CAM 2. (UC,
C3UV)

CHEMISTRY

CHEM 1A General Chemistry Units5
Prereguisites: Readinglevel 11; CHEM 3A and MATH 82 bothwitha
gradeof “ C” or better.

Limitations on Enrollment: None.

Advisories. None.

This course isdesigned as atechnical introduction to chemistry for
studentsintending to major in chemistry, medicine, dentistry, phar-
macy, etc., whichrequirearigorousunderstanding of thefundamen-
tal principlesof chemistry. (UC, CSU, CAN CHEM 2, CAN CHEM
SEQ A with both CHEM 1A and CHEM 1B)

CHEM 1B General Chemistry Units5
Prereguisites: Reading level |I; CHEM 3A with a satisfactory score
on aptitudetests; agrade of “ C” or better in 1A isadvised for 1B.
Limitations on Enrollment: None.

Advisories. None.

This course is designed as a continuation of the technical introduc-
tion to chemistry for students intending to major in chemistry,
medicine, dentistry, and pharmacy which requiresarigorousunder-
standing of thefundamental principlesof chemistry. Thelaboratory
includes semi-micro qualitative analysis. (UC, CSU, CAN CHEM
4, CAN CHEM SEQ A with both CHEM 1A and CHEM 1B)

CHEM 3A Introduction to Chemistry Units4
Prerequisites: Readinglevel 11 and Mathlevel 11; MATH 80 or MATH
83B, either with agradeof “ C” or better.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to meet the chemistry requirements for
registered nursing, agriculture, homeeconomicsmajors, and certain
other mgjorsinthebiological sciences. (UC, CSU, CAN CHEM 6,
CAN CHEM SEQ B with both CHEM 3A and 3B)

CHEM 3B Introduction to General Chemistry Units4
Prereguisites: Reading level 11 and Math level 11; CHEM 3A with a
gradeof “ C” or better.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to meet the chemistry requirements for
registered nursing, agriculture, and home economics majors, and
certain other majorsin the biological sciences. Organic chemistry
and biochemistry are emphasized. The courseis parallel with the
offerings from many of the state colleges. (CSU, CAN CHEM 8§,
CAN CHEM SEQ B with both CHEM 3A and B)
CHEM 10 Exploring Everyday Chemistry 3units
Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to provide anon-mathematical introduction
to chemistry and theroleit playsin modern society. The courseis
designed for non-science majors such asliberal arts, social science,
education, or anyonewho iscuriousabout the chemistry involvedin
everday things. Students |learn about topics of current interest and
global importance, including global warming, depl etion of theozone
layer, energy, and health issues. (CSU)
CHEM 12A  Organic Chemistry Units5
Prerequisites: CHEM 1A with agrade of “ C” or better.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned toincludethereactionsand nomenclature of
aliphatic and aromatic hydrocarbon and functional groups. The
concepts of reaction mechanisms are studied. CHEM 12A is for
students in pre-medicine, chemistry, and chemical engineering.
(UC, Csu)

CHEM 12B  Organic Chemistry Units5
Prerequisites: CHEM 12Awith agrade of “ C” or better.
Limitations on Enrollment: None.

Advisories: None.

This course is designed as a continued study of major classes of
organic compounds including the carbonyl compounds, carboxylic
acids, amines, and phenols. Carbohydrates, proteins, and nucleic
acids are studied during the last half of the course. (UC, CSU)

CHEM 50H Special Studies: Chemistry Units 1-2
Prerequisites: Completion of survey course with grade of “B” or
better and presentation of a project acceptable to the instructor and
division chairperson.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisopento all students qualified to do advanced work in
thefield. A course project isassigned which may include research,
field work, or other advanced study, and the course may berepeated
for amaximum of four units. (UC, CSU)
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CHINESE

CHIN 1 Elementary Chinese
Prerequisites: None.

Limitation on Enrollment: None,
Advisories: None.

Thiscourseisan introduction to the Chinese language and Chinese
cultures. Emphasisis placed on the following skills in the order
given: listening, speaking, reading, and writing. (UC, CSU)

Units5

CHIN 2 Elementary Chinese Units5
Prerequisites: Successful completion of CHIN 1 or 52.

Limitation on Enroliment: None,

Advisories: None.

Thiscourseisan introduction to the Chinese language and Chinese
cultures. Emphasisis placed on the following skills in the order

given: listening, speaking, reading, and writing. (UC, CSU)

CHIN 3 Intermediate Chinese

Prerequisites: Successful completion of CHIN 2 or 54.
Limitation on Enroliment: None.

Advisories. None.

This course is designed to offer continued study of the Chinese
language and Chinese cultures. Efforts to improve reading and
composition skills are based on both contemporary and traditional
selection. (UC, CSU)

Units5

CHIN 4 Intermediate Chinese
Prereguisites: Successful completion of CHIN 3.
Limitation on Enroliment: None.

Advisories. None.

This course is designed to offer continued study of the Chinese
language and Chinese cultures. Efforts to improve reading and
composition skills are based on both contemporary and traditional
selection. (UC, CSU)

Units5

CHIN 36A Introductory Chinese Conversation Units 2
Prerequisites: Successful completion of CHIN 1 or CHIN 51.
Limitation on Enroliment: None.

Advisories. None.

This course is designed to strengthen fundamental communication
patterns based on typical daily situations. (CSU)
CHIN 36B Beginning Chinese Conversation  Units2
Prerequisites: Successful completion of CHIN 2 or 53.

Limitation on Enroliment: None.

Advisories. None.

This course is designed to achieve conversational ability based on
typical daily situations. (UC, CSU)

CHIN 38A Special Assignment: Listening Units2
Prerequisites: Concurrent enrollment in or completion of CHIN 1 or
51.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisaskill-building coursewith an emphasison listening.
The course is designed to meet the special needs of students. The
course is offered for individual or group study. (CSU)

CHIN 38B Special Assignment: Pronunciation Units?2
Prerequisites: Concurrent enrollment in or completion of CHIN 1 or
51.

Limitation on Enroliment: None.

Advisories: None.

This courseis a skill-building course with an emphasis on pronun-
ciation. Thecourseisdesignedtomeet thespecial needsof students.
The course is offered for individual or group study. (CSU)

CHIN 38C Special Assignment: Reading Units2
Prerequisites: Concurrent enrollment in or completion of CHIN 1 or
CHIN 51.

Limitation on Enroliment: None.

Advisories. None.

This course isa skill-building course with an emphasis on reading.
The course is designed to meet the special needs of students. The
course is offered for individual or group study. (CSU)

CHIN 38D Special Assignment: Writing Units2
Prerequisites: Concurrent enrollment in or completion of CHIN 1 or
51.

Limitation on Enroliment: None.

Advisories. None.

This course isa skill-building course with an emphasis on writing.
The course is designed to meet the special needs of students. The
course is offered for individual or group study. (CSU)

CHIN 50H Special Studies. Chinese Units 1-2
Prerequisites: Presentation of a project acceptable to the instructor
and the division chairperson; CHIN 4 with agrade of “ B” or better.
Limitation on Enroliment: None.

Advisories. None.

Thiscourseisdesignedto allow studentsto do advanced work inthe
language. The course includes research, directed reading, field
work, or other advanced study. The course may be repeated for a
maximum of four units. (UC, CSU)
CHIN 51 Elementary Chinese Units2.5
Prerequisites: None.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisan introduction to the Chinese language and Chinese
culture. Emphasisisplaced onthefollowing skillsintheorder given:
listening, speaking, reading, and writing. The combined five units
of CHIN 51 and 52 are equivalent to CHIN 1. (UC, CSU)

CHIN 52 Elementary Chinese Units2.5
Prerequisites: Successful completion of CHIN 51.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisan introduction to the Chinese language and Chinese
culture. Emphasisisplaced onthefollowing skillsintheorder given:
listening, speaking, reading, and writing. The combined five units
of CHIN 51 and CHIN 52 are equivalent to CHIN 1. (UC, CSU)
CHIN 53 Elementary Chinese Units2.5
Prerequisites: Successful completion of CHIN 1 or 52.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisan introduction to the Chinese language and Chinese
culture. Emphasisisplaced onthefollowing skillsintheorder given:
listening, speaking, reading, and writing. The combined five units
of CHIN 53 and 54 are equivalent to CHIN 2. (UC, CSU)

CHIN 54 Elementary Chinese Units2.5
Prereguisites: Successful completion of CHIN 53.

Limitation on Enrollment: None.

Advisories. None.

Thiscourseisan introduction to the Chinese language and Chinese
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culture. Emphasisisplaced onthefollowing skillsintheorder given:
listening, speaking, reading, and writing. The combined five units
of CHIN 53 and CHIN 54 are equivalent to CHIN 2. (UC, CSU)

CIVILIZATION

CIVIL 3 Autobiography of Civilization
Prereguisites: None.

Limitation on Enrollment: None.

Advisories. None.

This course is a survey of the artistic traditions of our western
cultural heritage. The artsincluding painting, sculpture, architec-
ture, music, dance, drama, andliteraturearestudied asvehiclesinthe
search for meaning and value from the ancient world to modern
times. (UC, CSU)

Units3

COMPUTER SCIENCE

CS11  Computer Science Fundamentals Units 3

Prerequisites: Reading level 11.

Corequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to introduce students to the hardware,

software, terminology, and uses of modern computer systems.

Applications software packages on microcomputersareintroduced.

Students write a minimum of four computer programs in BASIC.

(UC, CsU, CAN CsCl 2)

CS14  Microcomputersand Units 3
Small Business Systems

Prerequisites: Reading level 1.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned tointroduce studentsto microcomputersand

thevarious available pre-written application programs. The course

isintended for students with no prior exposure to microcomputers

and it isfor the non-programmer. (CSU)

C S14B Microcomputer Evaluation and Units3
Installation

Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introductory computer course designed to enable

the student to determine computer requirements, eval uate software,

match software and hardware requirements, and set up and install a

computer system. (CSU)

CS15 Topicsin Computer Science Units0.5-3

Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to offer instruction in specialized areas of

Computer Science. (CSU)

CS17 Computer Logic Units 3

Prerequisites: Reading level 11.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to allow students to develop an ability to

analyzeandtodefinelogical solutionsof computer rel ated problems.

Thesolutionfollowsthe* structured” programming concept. Itisnot

related to any particular programming language. (UC, CSU)

CS18B Microcomputersand Units 3
Small Business: Apple Macintosh

Prerequisites: Reading level 11.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesignedtointroducestudentstothe A ppleMacintosh

computer and variousapplication programs. Thecourseisintended

to provide a working knowledge of how to use the Macintosh

computer for word processing, spreadsheet, data management, and

painting and drawing. (CSU)

CS19 Electronic Spreadsheetsfor Units 3
Microcomputers

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to be an in-depth technical exploration of

el ectronic spreadsheetson microcomputers. A current programsuch

as Excel isused. (CSU)

CS20 Microsoft Word, Excel, and Access  Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseisdesigned to introduce the student to microcomputers
and the PC based programsMicrosoft Word (word processor), Excel
(spreadsheet), and Access (database). Assignmentsrequiretheuse
of acomputer laboratory. (CSU)

C S24A COBOL Programming Units 3
Prerequisites: CS11 and CS17, with agrade of “ C” or better.
Limitations on Enrollment: None.

Advisories: None.

This course is designed for students who have an understanding of
data processing fundamentals. The course covers the COBOL
specifications, their usage, and applicable operating system com-
mandsto enabl ethe student towrite, enter, and run businessoriented
problems. (UC, CSU, CAN CSCI 8)

C S24B Advanced COBOL Programming
Prerequisites: CS24A with agrade of “ C” or better.
Limitations on Enrollment: None.

Advisories: None.

This course is an advanced study of the COBOL programming
language. Topicscoveredincludefilemaintenancetechniquesusing
sequential, indexed, and relative files; advanced report generation
procedures; and parameter-driven data retrieval; the SORT and
SEARCH commands; and online and database programming. (UC,
C3V)

Units3

C S25A ASSEMBLY Language

Programming: Macro
Prereguisites: Reading level 1I; CS 11 and CS 17, with a grade of
“C” or better.

Units3
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Limitations on Enrollment: None.

Advisories. None.

Thiscourseisanintroduction to Assembly language programming.
Programs are run on the IBM microcomputer or compatible. The
coursefeaturesthe fundamental architecture of thelBM PC and the
primary assembly languageinstruction set. (UC, CSU, CAN CSCI
10)

CS26  JAVA Programming Units 3
Prerequisites: C S70 and one of thefollowing: CS28Bor CS31or
C S31B, eachwithagradeof “ C” or better.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisdesigned to introduce studentsto advanced program-
ming skillsusingthe JAV A programming language. Topicsinclude
structured programming, obj ective-oriented programming, and JAVA
Applets. (UC, CSU)

CS27 Engineering FORTRAN Units 3
Prerequisites: Math 20 or 31 or 36 or 87.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the development of computer
programs in the FORTRAN programming language. It includes
input-output processing, arithmetic calculations, and the use of
logical expressions. Computer programs are assigned to assist
students in devel oping competence in the language. The courseis
designed primarily for mathematics or engineering students. (UC,
CSU, CAN CSCl 4)

C S28A BASIC Programming Units 3
Prerequisites: Reading level I1; CS 11 or concurrent enrollment in
CS 11 or the equivalent.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to programming in BASIC. It
emphasizesbusinessapplicationsof thelanguage. (UC, CSU, CAN
CSCl 6)

C S28B Visual BASIC Programming Units 3
Prereguisites: Reading level 11; completion of CS21 or CS28Awith
agradeof “C” or better.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to give students advanced programming
skills using the BASIC programming language. Topics include
sequential, randomand index files, error trapping screen formatting,
graphics, and controlling printer functions. (UC, CSU)

CS29 PASCAL Programming Units4
Prerequisites: Reading level I1; completion of CS 11 with a grade of
“C” or better.

Limitations on Enrollment: None.

Advisories: None.

This courseis an introduction to the general purpose programming
language Pascal. Pascal isastructured language designed to teach
structured design and structured programming concepts. General
problem solving techniques using these structured concepts are
covered along with elementary data structures. Topics covered
includestring manipul ationtechniques, arrays, records, lists, queues,
stacks, binary trees, and sort methods. (UC, CSU, CAN CSCI 12)
CS31 CProgramming Units 3
Prerequisites: CS11 and 17 witha gradeof “ C” or better.

Limitations on Enrollment: None.

Advisories: None.

This course is an introductory programming course in the general
purpose programming language C. C features economy of expres-
sion, modern control flow and data structures, and an expanded set
of operators. (UC, CSU, CAN CSCI 16)
C S31B C++ Programming Units 3
Prereguisites: C S31withagradeof“C” or better.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisanintroductory coursein C++. Thiscourseisdesigned
to provide students with a working knowledge of OOP (Object-
Oriented Programming) using C++. Students learn basic OOP
concepts and practice their implementationsin C++. (UC, CSU)

CS32 Computer Operations Units 3
Prerequisites: One of thefollowingwithagradeof “ C” or better: CS
21, 22A, 24A, 27, 28A, 29 or 31.

Limitations on Enrollment: None.

Advisories: None.

This course is an introductory course in functions of an operation
system, and it is designed to prepare students in the operation of a
computer system. Job control language, libraries, interrupts, and
virtual memory are covered along with data communications and
peripheral devices. (UC, CSU)

CS33 SystemsAnalysisand Design Units 3
Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisanintroductionto systemsanalysisand design. (CSU)
CS38  Multimedia Presentations Units 3
Prerequisites: None.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisdesignedtointroducestudentsto conceptsrequiredfor
creating business presentations with text, graphics, and multimedia
capabilities. Studentsalso learn and apply presentation layout and
design techniques. (CSU)

CS42 UNIX Units3
Prerequisites: Readinglevel II; CS11withagradeof “ C” or better.
Limitations on Enrollment: None.

Advisories: None.

This course is designed to increase students’ productivity by using
the UNIX operating system. Students learn to use the operating
system on both a micro and amainframe environment. (CSU)
CS43  Database Design: Micro Units 3
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the design and implementation of
a database on a microcomputer. Topics include database theory,
designimplementation, administration, and security. Studentsdoan
actual case study using R:Base 5000. (CSU)
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CS45  Microsoft Windows
Prerequisites: Reading level 11.
Limitation on Enrollment: None.
Advisories. None.

This course is designed to cover beginning and intermediate level
topicsintheuseof Microsoft Windowson |BM compatibl e personal
computers. Topics covered include basic concepts such as using
desktop accessories, software applications, start-up procedures,
files and printers, the control panel, the Program Manager, Write,
Paintbrush, Terminal, different operatingmodes, Windows, SETUP,
and Windows with a network. (CSU)

Units1

C S50H Special Studies: Computer Science Units 1-4
Prerequisites: Completion of all courses in the language or skill in
which the project will entail, with a grade of “ C" or above; consent
of theinstructor and division chairperson.

Limitations on Enrollment: None.

Advisories: None.

This course is designed for students of computer science who wish
to expand their knowledge beyond the established curriculum.
Studentssel ect or are assigned aproject that isapproved by afaculty
member and the division chairperson. Students pursue the project
through individual laboratory effort and report their progress at
scheduled meetings with the faculty member. The course may be
repeated for a maximum of four units. (UC, CSU)

CS54  Fundamentals of

Data Communications
Prerequisites: Reading level |I; CS11.
Limitations on Enrollment: None.
Advisories: None.
This courseisabeginning level course in the fundamentals of data
and telecommunicationsin business. Topics covered include hard-
ware, software, transmission facilities, data and voice communica-
tions, telecommunication applications, digital and analog signal
processing, network types and designs, and manageria issues.
(CsV)

Units3

C S69V Internship: Computer Science: Units 1-8
Computer Information Systems

Prerequisites: None.

Limitations on Enroliment:  The student must enroll in a course that

is directly related to the computer services internship. The student

must enroll in a minimum of 7 units during the semester including

internship units. For summer session, the student must enroll in one

related coursein addition to internship. The combined total number

of units a student may take in internship, work experience, and occu-

pational practice may not exceed a maximum of 16 units. Participa-

tion requires submission and approval of internship program objec-

tives and an employer internship agreement.

Advisories: GUID 30, 31, 32, 33.

Thiscourseisdesigned for students participating in an occupational

internship in business information management. Application of

discipline-related skills and knowledge of Secretaries Commission

on Achieving Necessary Skills (SCANS) competencies is empha-

sized. Each student is engaged in a specific research project or on-

the-job learning activities under the supervision of a worksite

supervisor and a college internship instructor. (CSU)

CS70 Introduction to Internet Units 1

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseis an introduction to the worldwide computer network

Internet. Internet provides accessto awiderange of resources such

as electronic mail, information servers, international sights, and

government resources. Topics include navigation through the

World Wide Web, File Transfer Protocol (FTP), and Telnet.

CS75 Applied Computer Science Units 1-3
Principles

Prerequisites: CS12Awithagradeof“C” or better and CS22A or

24A 0r 25A or 27 or 28Aor 29 or 31 with agrade of “ C” or better.

Limitations on Enrollment: None.

Advisories. None.

This course is under a designated computer science instructor’s

genera tutelage. Students learn how to assist other students in

hands-on application. Students perform as computer |aboratory

assistantsapplying learned material and performing varioustasksas

directed by alaboratory supervisor. Assisting other future usersin

ahands-onenvironment, assi sting other userstodevel op operational

programs, and assisting in the refinement of debugging skillson a

variety of computer equipment. The course may be repeated up to

atotal of six units.

CS76  Topicsin Computer Science Units0.5-3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to offer instruction in specialized areas of

Computer Science.

C S95A Introduction to Windows Units 0.5

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to introduce beginning level conceptsinthe

use of Microsoft Windows. Students learn basic concepts on

desktop accessories, software applications, start-up procedures,

files and printers, the control panel, and Windows Explorer. The

basic components of acomputer system are also demonstrated.

C S95B Introduction to Microsoft Word Units 0.5

Prereguisites: None.

Limitation on Enrollment: None.

Advisories. None.

This course is designed to introduce studnets to the use of aword

processing computer applications package. Areas include com-

monly used word processing terms; creating, saving, retrieving, and

printing a word processing document; highlighting, copying, cut-

ting, and pasting blocks of test; formatting and editing text; and

utilizing the spell checking and thesaurus features.

C S95C Introduction to Microsoft Excel Units 0.5

Prereguisites: None.

Limitation on Enrollment: None.

Advisories. None.

This course is designed to introduce students to the use of an
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electronic spreadsheet computer applications package. Areas in-
clude commonly used spreadsheet terms; creating, saving, retriev-
ing, and printing an electronic spreadshest; highlighting, copying,
cutting, and pasting rangesof cells; formatting and editing cells; and
utilizing the formulas and functions. Spreadsheet activities are
implemented using Micrsoft Excel.
C S98V Work Experience: Units1-4
Computer Science
Prerequisites: Sudents must meet work experience qualifications
through use of the parallel plan of the alternate plan.
Limitations on Enrollment: None.
Advisories: None.
Thiscourseisdesignedtogivestudentscollegecreditsfor on-the-job
experience related to their major field of study. Students must
demonstrate new and expanded learning experience before being
permittedtorepeat. Toregister, contact thework experiencestaff in
thework experience office. Thecoursemay berepeated threetimes
in sequence except for the summer school alternate plan.

CONSTRUCTION
TECHNOLOGY

CONST 10 Wood Technology
Prerequisites: None.

Corequisites: None.

Limitations on Enrollment: None.
Advisories. None.
Thiscourseisdesignedto provideabasi cknowledgeof careersinthe
woodworkingindustry, operation and safety proceduresfor utilizing
cabinetmaking tools and equipment to demonstrate wood joinery,
fabrication, and assembly. Thecourseal soincludeswood character-
istics, wood identification, and wood grading systems. (CSU)

Units5

CONST 51A Mill Cabinet Units3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This courseis designed to instruct and train students in the safety,
care, use and maintenance of cabinetmaking equipment. Blueprint
reading, types of materials, and fastening methods are covered.
Bench work includes the use of hand and electric tools. All shop
work ison apractical and production basis. (CSU)

CONST 51B Beginning Mill Cabinet Units4
Prerequisites: CONST 10 or concurrent enrollment in CONST 10.
Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned toinstruct and to train studentsin the safety,
care, use and maintenance of cabinetmaking equipment. Blueprint
reading, types of materials, and fastening methods are emphasi zed.

Bench work includes the use of hand and electric tools. All shop

work ison apractical and production basis. (CSU)

CONST 51C Intermediate Mill Cabinet Units4

Prerequisites: CONST 51B; or equivalent.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to provide students the opportunity to

develop their skillsfurther by stressing job and rod layout, door and

drawer layout, and project organization. All work ison apractical

and production basis. Personal projects are permitted on a limited

basis. (CSU)

CONST 51D Advanced Mill Cabinet Units4

Prerequisites: CONST 51C; or equivalent.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to provide students the opportunity to

develop their skills further by stressing time and material require-

ments for a job, cost calculation, ordering materials, and project

supervision. All work is on a practical and production basis.

Personal projects are permitted on alimited basis. (CSU)

CONST 54 Estimating and Specifications Units 3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to develop advanced carpentry skillsto a

higher level. Thestudent assumesgreater responsibilitiesinleader-

ship, ordering material, and working with inspectors. The student

works with the instructor to see that the project is completed

according to plans, specifications, and Uniform Building Codes.

(Csv)

CONST 62B Intermediate Residential Units 10
Carpentry

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to provide students with the opportunity to

install interior finishin aresidential home, including but not limited

toinsulation, drywall, doors, windows, interior trim, and hardware.

Instruction includes building fences, decks, driveways, and walks.

The house site is located off campus, dependent on availability.

(Csv)

CONST 62C Advanced Residential Units 10
Carpentry

Prerequisites: CONST 62A or CONST 62B.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to allow advanced studentsto specializein

a specific area of residential or light commercial construction.

Studentsreceivetraining in employee motivation, devel oping work

ethic, and supervision. Students also act as crew supervisors at the

construction site. (CSU)

CONST 69V Internship: Construction Units 1-8
Technology

Prereguisites: None.

Limitations on Enroliment:  The student must enroll in a course that

isdirectly related to the constr uction technol ogy internship. The stu-

dent must enroll in a minimum of 7 units during the semester includ-
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ing internship units. For summer session, the student must enroll in
onerelated coursein addition to internship. Thecombined total num-
ber of units a student may take in internship, work experience, and
occupational practice may not exceed a maximum of 18 units. Par-
ticipation requires submission and approval of internship program
objectives and an employer internship agreement.

Advisories: GUID 30, 31, 32, 33.

Thiscourseisdesigned for students participating in an occupational
internship in construction technology. Application of discipline-
related skillsand knowledge of Secretaries Commission on Achiev-
ing Necessary Skills (SCANS) competenciesis emphasized. Each
student is engaged in a specific research project or on-the-job
learning activitiesunder the supervision of aworksitesupervisor and
acollege internship instructor. (CSU)

CONST 71A Mill Cabinet Fundamentals
Prerequisites: CONST 10.

Limitation on Enroliment: None.

Advisories. None.

This course isdesigned to provide safety and operating procedures
for hand tools, power hand tools, and power equipment. Emphasis
is placed on print reading, material grades and applications, bench
work, and construction techniques. The student develops profi-
ciency in the use and set-up of woodworking egquipment.

Units4

CONST 71B Beginning Mill Cabinet Units4
Prerequisites: CONST 10.

Limitation on Enroliment: None.

Advisories. None.

Thiscourseisdesigned to provide with safety and operating proce-
duresfor power hand tools and power egquipment used to manufac-
ture custom grade cabinetry. Emphasisis placed on print reading,
material grades and applications, bench work, and construction
techniques for custom cabinets.

CONST 71C Intermediate Mill Cabinet
Prerequisites: CONST 10.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to expand knowledge and skillsin the areas
of safety, rod layout, equi pment, cabinet construction, print reading,
shop drawings, and joinery techniques. The student completes a
project designed to increase cabinetmaking skills and knowledge.
All work is performed to industry standards. Personal projects are
permitted on alimited basis.

Units4

CONST 71D Advanced Mill Cabinet
Prerequisites: CONST 10.

Limitations on Enrollment: None.

Advisories: None.

This courseis designed to provide advanced skills and knowledge
for the manufacturing of custom commerical grade cabinetry. Em-
phasis is placed on print reading, manufactured wood products,
hardware, plastic laminates, commercial construction techniques,
and installation.

Units4

CONST 72A Beginning Residential
Carpentry

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned tointroduce construction of adwelling. The

emphasisis placed on construction of the foundation forms, floor

Units 10

systems, wall and ceiling structures, and roof systems. The student
also installs the exterior finish, rough plumbing, and flat concrete
work. The construciton site is usually located off campus.

CONST 72B Intermediate Residential
Carpentry

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to introduce the installation of the interior

finishinaresidential dwelling, including, but not limited to, insula-

tion, drywall, windows, interior trim, and hardware. Thecourseal so

includes building fences, decks, driveways, and waks. The

construcion siteis usually located off campus.

Units 10

CONST 72C Advanced Residential
Carpentry

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to develop advanced carpentry skillsto a

higher level. Thestudent assumesgreater responsibilitiesinleader-

ship, ordering material, and working with inspectors. The student

works with the instructor to see that the project is completed

according to plans, specifications, and the Uniform Building Code.

Units 10

CONST 74A Introduction to Cabinetmaking Units4
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to introduce the career opportunities and
characteristics of the cabinetmaking industry. Topics include
cabinetmaker’'s mathematics, lumber and material, characteristics
and use, and general shop safety.

CONST 74B Fundamentals of Cabinetmaking Units4
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to emphasize the characteristicsand the use
of hand and power tools used in the cabinetmaking industry. Also
included are cabinet joint construction and basic blueprint reading.

CONST 74C Cabinetmaking
Prereguisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is designed to provide mathematical applications for
cabinetmaking, blueprint reading of shop drawings, and use and
operation of power machinesincluding band saws, routers, grinders,
and saws.

Units4

CONST 74D Cabinetmaking and Millwork
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to emphasize cabinetry layout, millwork
standards and characteristics, bench work, and plastic laminates.

Units4

CONST 74E Cabinetmaking and Millwork  Units4
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Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to emphasize the application and use of

lumber, veneers, adhesive, commercial plasticlaminates, and power

equipment.

CONST 74F Cabinetmaking and Millwork  Units4

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to emphasize characteristics and require-

mentsfor commercial cabinetry andfixtures, millwork, commercial

blueprint reading, application and use of shapers, commercial sand-

ers, and milling machines.

CONST 74G Cabinetmaking and Millwork  Units4

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to emphasize residential and commercial

cabinet design, production methods, production layout, and cabinet

construction from start to finish.

CONST 74H Cabinetmaking and Millwork  Units4

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to emphasize the requirements for job

planning, project supervision, construction requirements, construc-

tion scheduling, construction costs, and the construction process

from start to finish.

CONST 75  Selected Topics: Units 1-2
Construction Technology

Prerequisites: Reading level 11 or concurrent enrollment in reading.

Limitations on Enrollment: None.

Advisories: None.

This course is a concentrated study of a specific topic in

construction. Course requirements include a paper and/or a

final examination.

CONST 78 Uniform Building Code Units2

Prereguisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to introduce the Uniform Building Code

published by thelnternational Conferenceof Building Officialsasit

appliesto residential, commerical, and public buildings.

CONST 87A Carpentry Specialization Units3-4

Prerequisites: CONST 62B.

Limitation on Enrollment: This course requires instructor approval

to enroll.

Advisories. None.

Thiscourseisdesignedfor advanced studentsin carpentry. Students

compl ete an advanced specialized proj ect devel opedin consultation

with the instructor.

CONST 87B Mill Cabinet Specialization Units3

Prereguisites: CONST 51C.

Limitations on Enrollment: This course requiresinstructor approval

to enroll.

Advisories. None.

This course is designed for advanced students in mill cabinet.

Students complete an advanced specialized project developed in

consultation with the instructor.

CONST 87C Construction Drafting: Units 3
Special Assignment

Prerequisites: Completion of CONST 48 and/or 49, and/or equiva-

lent.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to afford the student an opportunity for

research and drawing in specia areas of interest. The work to be

covered isagreed upon between student and instructor at the begin-

ning of the semester.

CONST 89 Methodsand Planning Units 3

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to introduce construction materials and

techniquesusedin construction of residential structures. Thestudent

constructs aresidential architectural model according to approved

architectural drawings and current local and the Uniform Building

Code. Topics include estimating structural materials, ordering

materials, and calculating cost of construction.

CONST 90B Mill Cabinet Specialization Units 3

Prerequisites: CONST 51C or equivalent.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to assist advanced students in gaining a

greater knowledgeof aspecialized areaof themill cabinettrade. The

work tobecoveredisdevel oped between student andinstructor at the

beginning of the course.

CULINARY ARTS

CUL ART 1 Introduction to Hospitality
Industry

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to exploretheorganization and responsibili-

ties of food service personnel within the hospitality industry. The

growth, development, and future of the hospitality industry are

investigated. (CSU)

Units2

CUL ART 3 Sanitation and Safety Units2
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to examine the basic principles of hygiene
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and sanitation and the application of these principlesto food service

operations. Ita soincludessafety elementsinfood serviceplanning,

description of maintenance and operation of appropriate food ser-

vice equipment, and OSHA (Occupational Safety Health Act)

regulations. Emphasisisplaced on the supervisor’ sresponsibilities

in maintaining high sanitation and safety standards. (CSU)

CUL ART 4 Food and Beverage Units2
Cost Technologies

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesignedto enablethestudent to study food, beverage,

andlabor cost controls. Thestudent |earnsreci peconversions, menu

pricing, food and labor cost percentages, and interprets a profit and

lossstatement. A working knowledge of culinary mathematicsasit

applies directly to food cost analysis is stressed as well as the

necessary mathematics proficiency required to function effectively

in the foodservice industry. (CSU)

CULARTS5 Commercial Food Preparation  Units4

Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course is designed to explore the theory of basic commercial

food production techniques and applications. The studentsdevelop

skillsinknife, tool, and equipment operation and apply principlesof

food preparationto produce avariety of food products. Studentsare

involved in meal production and rotate through commercial

foodservice job stations. (CSU)

CULART 7 Baking
Prerequisites: None.

Limitations on Enrollment: None.
Advisories: None.

This course is designed for studentsto learn and to practice dessert
and bread production from formulas used in quantity food service.
Cost and nutritional content are emphasized. (CSU)

Units3

CUL ART 9 Restaurant Operations Units 6.5
Prerequisites:  None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to enable the student to prepare and serve
food for an a la carte restaurant. Students gain experience and
practiceinthebusinessof restaurant operationsduring performance
of cooking and serving in the campusrestaurant. Students perform
dining room service using a variety of types of service. Students
learn to operate a point of sale computer. (CSU)
CUL ART 11 Menu Planning Units 1.5
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to summarize the basic principles of menu
planning and layout for various foodservice operations. Factors
considered are nutritional adequacy, economic requirements, types

of operations, skill of personnel, clientele, and equipment. (CSU)

CUL ART 13 Purchasing and Receiving
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to survey purchasing and receiving practices
in commercial foodservice operations. The course includes the
writing of specifications, standardsand grades of food. Analysisof
food quality and thefactorsinfluencing pricing areincluded. (CSU)

Units 1.5

CUL ART 15 Selected Topics: Culinary Arts Units 1-2
Prerequisites: Reading level 11 or concurrent enrollment in reading.
Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to offer instruction in one of the specialized
areas of culinary arts not already covered by existing curricula.
(CsV)

CUL ART 19 Advanced Quantity
Food Preparation

Prerequisites: CUL ART 9.

Limitations on Enrollment: None.

Advisories: None.

This course is a survey of management principles of commercial

food production and service. Students gain experience in the

supervision of the Student Chef and kitchen production staff. (CSU)

Units 6.5

CUL ART 25 Food Service Management
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to enable the student to study the principles
of managing all types of commercia and institutional food service.
Areassuchassales, promotion, advertising, personnel, legal aspects,
and labor-management relations are covered. Styles of leadership
are evaluated. Human relations and personnel management skills
are discussed. (CSU)

Units2

CUL ART 27 GardeManger Units 1.5
Prereguisites: None.

Limitation on Enrollment: None.

Advisories. None.

This course is about the artwork of the foodservice industry that
blends aesthetic and practical aspects of food presentation. Salads,
and sandwiches, buffet, buffet presentations are discussed. Ad-
vanced gardemanger techniquesfor show piecesutilizing American
Culinary Federation competition criteria are stressed. (CSU)
CUL ART 29 Beverage Management Units1.5
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

This course isthe history of production, laws, responsibilities, and
service of beverages. Emphasisis placed on beers, wines, liquors,
coffees, teas, and non-alcoholic beverages. (CSU)
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CUL ART 50H Special Studies: Units 1-2
Culinary Arts

Prereguisites: Completion of entry level Culinary Arts courseswith a

gradeof “ B” or better.

Limitations on Enrollment: None.

Advisories: None.

This course is open to students who are qualified to do advanced

work in the field of culinary arts. The course includes research,

directed reading, fieldwork, or other advanced study, and the course

may be repeated for maximum of four units. (CSU)

CUL ART 70 Introduction to lce Carving Units0.5
Prereguisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is an introduction to the basics of ice carving for the
hospitality industry with an emphasis on safety, design, execution,
movement, and display of scul pturessuitablefor hotel s, caterers, and
restaurants.

CUL ART 80 Selected Topics: Culinary Arts Units 1-2
Prerequisites: None.

Limitations on Enrollment: None.

Advisories. None.

Thiscourseisdesigned to offer instruction in one of the specialized
areas of culinary arts not already covered by existing curricula.

CUL ART 81 HorsD’Oeuvres Units 0.5
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to present information on preparing and
serving hors d’oeuvres. Costing of prepared items, and limited
actual production are included.

CUL ART 82 Garnishing and Food Units0.5
Presentation

Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

This course is designed to address the design principles and prepa-

ration of fruit and vegetable garnishes used to enhance plate and

platter presentationsof food. A variety of garnishing techniquesare

discussed. Centerpiece preparation to enhance the presentation of

foodsis covered.

CUL ART 84 Restaurant Desserts Units 0.5
Prerequisites: None.

Limitations on Enrollment: None.

Advisories: None.

Thiscourseisdesigned to provide studentswith an understanding of
the selection and preparation of food service desserts. Creativity,
cost, difficulty of preparation, and service and taste of various
dessertsareanalyzed. Lighter adaptationsof dessert recipesarealso
included.
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